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illustra^Mons* Reasons to write letters and postcards are offered by 
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Stingl^y,^«tod "Dear Abby- " Addresses for pen pal organizations are- 
provided, and places to' write for celebrity addresses are suggested. 
Tipai on writing letters are aiven on the following topics: writing 
about consuaer problems, writing and applying to colleges, writing 
letters of job application, writing letters to the- editor, writing 
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One of the most important things ive leairn in school is how to 
eommnuicate. It is a skill that is ahsohitely essential to yoiw suc- 
cess, no mattrr irhat career p&th ijou folhnii 
^ Despite the dramatic innovations in technology — laser beams, 
fiber optics, memory chips, satellites, etc.~-thai are changing the 
tray in irhich tre communicate, the ivr'it ten word is still important 
and trill always bd 

Letter writing, in particidar, continues to be one of the best ' 
means t here is for comm un icating ivith someone, whefher for 
business or personal purposes. 

Letters and cards are also the tools of our democracy^ They help 
form opinions and influence our gOve.Ynment processes. They also 
preserve memories and brighten our lives. I can tell you that, per- 
sonally, there's nothing I look forward to more than a letter from 
one of my daughters. { 

Letters and cards will alwa!)s be a ineans of both commtmicat- 
ing and preserving:your thoughts, your feelings, your personality 
— yourself. ' 

We believe this booklet can helpgive you more know-how, more 
incentive, and more confidence in your letter writing, I hope you 
ivill use it and enjoy it. - 4 





William F. Bolger 
Ppstynaster General 
United StaUs Postal Service 
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Letters play a part 
ih everyone's life . . . 

and sometimes beyond! 

l.cttrrs play a part in rrrrifonrs ///('T^To^/r^^ beyoyid, as 

• nt the iutn(]uiuij <>/' Jotni ''Liiwr hJatifHj'' Johvf&(yn^*\reremiah 
Johnson^'' to the moviv-i^oiutj public. 



II was tho (leathlxMl wish of fr(>nti(M\s. 
nuui Johnislon to Ix^ buricHl in the Hi^ Sky 
Country where ho had s( outod. hunted, 
fished and tiVl)p(Ml duriuK the hile 1880s. 
lint for 71 ycmrs, his body had hiin in a 
^ national r(^nu^tei\v in Los Angeles, 
Calitornia. 

It wonh] still he th(MT. if it weren't for 
a lelter-writinK oanipaiKn by 2-1 junior 
high sehooTstiKhMits/ 

It all started in January, 1974, wIumi 
teaeherTri Ivohinson ifrKod his students 
at l*ark \'iew Sehool in I.ancastor,[CaH- 
foiMiia, to ranipaiRn for I ho transfer of 
John»toirs riMiiains to the locale c/C his 
l0Kondai\v exploits. ^ • 

The obstacles wore many. The students 
had to lind a buriaj- place, r^^iiso money, and 
follow through with the funeral. Hesides, 
moving a body from a national oonietory is 
rarely permitted. To meet one of the many 
regulations of the Veterans Administra- ' 
tion, they accepted responsibility as 
Johnston's **next of kin/* 

('ailing themselves 'The Committee for 
the Keburial of Jeretniah Johnson," they 
approached everyone who might heli\ 

The strtdents wrote to three^governora, 
state historical societies, influential busi- 
neatmien, student.s in Mpntana, Veterana 
Administrjition oflkiaLs, Congressmen, 
nowspapeil editors and radio station 
managers. They even enlisted the aid of 
Robert Redford, who portrayed Johnston 
in the movie \* Jeremiah Johnson/' 

Their letters aroused the interest and 
support of a man in Trail Town, Wyoming, 
V i^i^Cody, who offered them burial apace, a 
monument and part of the buriaJ expenses. 

ER?C 



But they also aroused protests from one 
national veteran's organization who 
accused them of **gnive robbing." And 
they got an argument from one governor 
who believed that Johnston should be 
buvied in his stjite r^her than Wyoming. 

At times, the students felt discouraged 
and thought their mission wjts doomed. 
But just as school was about to clqse for 
the summer, the letter approving the 
transfer of Johnston's body was received. 

Seven of the students and their teacher 
acoompanitnl the coffin on its flight from 
Lo^Angelea to Cod^. Western Airlines 
t?ave them the space for their trip to Cody 
and donations from interested citizens 
helped pay for their meals, motel and 
return air fares. 

On the morning of Juiie 8, 1974, the 
students picked wild flowers from the fields 
near the cemetery to place on Johnston's 
flag-covered casket. 

More than 2,000 attended the burial 
service. Robert Redford helped carry the 
coffln to Johnston's final resting place. 
XV cameras recorded the event for 
national viewing, 

"When ■we think of the project now," 
said one student, "we realize how much 
we haveiearned about government, and 
we can .see that it's not always easy to fret 
aomethinjf worthwhile done. But we also 
know it's possible to do things if you don't 
give up." 

They also learned that letters can be a 
powerful instrument for getting things 
done. And that letters play a part in 
everyone's life . . .\and sometimes beyond. 

. • 5 ■ 
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It's fun to have u fritMid your apre who 
livos in another state or country. 

Friendships started throuRh letters 
often continue for years — even lifetimes. 
And some correspondetds exchan^o visits 
as well as letters*. ' 

**With a pen pal, you're never lonely," 
says tiH>naK:er John Heath, of Muncie, 
Indiana, who writers to 26 pen pals over- 
seas- "I think pen pals also help me in 
school : a country is S(\ much more realistic 
when. I Kuxy\v someone there. Even though 
\ we're separattni by thousands of miles, we 
I can stiU be close friends." 

John started writing through the help 
of World Pen Pals, one of several orprani- 
zations that link students ffom 175 
countries with students from the United 
States. 

The orRanization was^ounded as a 
result of a letter written by a cJasa of 
ninth traders in Minneapolis to President 
Truman at the outbreak of the Korean 
conflict. They wrote: 

'*We are the generation of children who 
hnve never known peace. We wish to speak 
to you fA)r the millions of boys and jrirls 
who do not \vant to see more war. Please 
keep talking until you find some way to 
agree. Plea^se remember the children 
everywhere." 

World Pen Palshiis been growing ever 
since, linking as many as 40,000 pen pals 
yearly, ^ 

How can youTfet started with your own 
overseas correspondence? ' 



Look over the groups listed on page 7 . 
Pick one, then write t^) that group, \ 
enclosing your name, address, age and ' 
sex. State your interests and whether you 
speak or write another language. If you 
want to writfe to a pen pal in a particular 
state or country, say po, and also list 
several other state? or countries of your 
choice. If possible, they'll accommodate 
your first choice; if not, they'll provide you 
with a pen pal from one of the other 
countries. 

Enclose a money order or check (Np 
COINS OR STAMPS) to cover the fee, if 
reqqired. Enclose a self-addressed 
sUimped envelope. 

Usually, pen paLs from abroad "ban speak 
and write English. But their English may 
be awkward and sometimes confusing, 
just as your way of writing may be for them 

\The important thing is thi^t'you Kre 
coh^municating — getting to ^now each 
other, exchangitig idetis, and sharing 
common interests. 

Write to ^our pen ^1 as soon as you 
receive his or her name. Neatness is ^ 
important. Either type your letter or write 
plearly in ink. Keep your sentences simple 
and avoid words or slang that he or she 
might not understand. 

Although you can't enclose anything 
J62^ftRtjUU|(t^r, it's advisable to use an ' 
Aefci^ghim u)r your first overseas corre- 
sponde!tler.|t's available at any post office 
at a slight cost and will take your letter 
anywhere in the world. V . . 




Adi^v your \)en pal i^plios ami you wish 
to t^xchaiiK(^ snapshots, rodptvs, clii>f)inK», 
stamps. it \s advisable to ifso liRht- 
wtM^hl airmail stationtM\v. lun-ause ov(M'- 
soas posla^o is ( harmed by tho half ounro. 
Your pqst oHuv ran toll you the postaRO 
ratoN for mail to your poo pal's country, 

1 f yon (loni nvoivo a roply within a 
roasonablo time, roturn the pen pal name 
to t ho organization. iMudose anothor solf- 
n(j(lr(\ssiMl staiupod onvelopt\ toll thorn yon 
havouM roooivod a ivply. and thoy'lUond 
you unot hw namo. ^ 

Altpoi\ pal groups try to scroon out pen, 
pals from al)road who bad^or thoir corre- 
spondonts with ploas for U.S. citizonship, 
monoy or Rifts. 1 f you rortMvo lottors of 
that haturo. inform tho Rroup, at\d they'll 
.send you another name. 

Homo pen pal organizations and their 
roqiiiromonts are livsted below : 

Hoy Sooiilsof Amerini 
Infternational Letter Exchange 
P.O. Box () 1030 
Dallas Fort Worth Airport, TX 75261 ; 
or write your local Council Service Center 
of the Boy Scouts of America for informa- 
tion, (\)n»ult the white paj^ea of the tele- 
phonebook under Boy Scouts of America. 

(;irl Scouts of (he U.S.A. 

Post Box Secretary 

830 TMrd Av^enue* ^ 

New York, NY 10022 

For registered Girl Scouts. No fee. Enclose 
self-addressed stamped envelope. 



I.e;ift:"c of Friendship, Inc, 

P.O. Box 509 

Mount Vernon, ()IH:U)50 
Arcs 12-25. $1 service charge and self- 
addressed stamped envelope?. You will 
receive* a foroiKU namfe and a sugRestion 
sheet for letteip^writinK. 

KoKers Abroad 

209 East 56th Street 

Ne^Y^York, NY 10022 

A^es 16 and over. Nochai;p:e, Enclose 

self-addressed stamped envtelope. 

IVn Pals 

International Friendship League, Inc. ^ 
22 Batterymarch 
Boston, MA 02109 

Incorporated in 1948, the League's file has 
names from.129 countries. For descriptive 
folder and application blank, send self- 
addressed stamped envelope. Registration 
fee, $3 Life Membership. Ages 7-65. 

Stmlent Letter Exchange 
HR No.^4 ^ 
Waseca, MN 56093 
• Ages 10-19. Fe^: 65<« f)er name. Enclose 
self -addressed stamped envelope. 

World Pen Pals 

1690 Como Avenue 

St. Paul, MN 55108 ' 

Ages 12-20. $1 service fee (special gr^up 

fee) . Allow two weeks for replj)^. 

You will receive a foreign nam^, WPP 

newsletter and suggestion sheet. 

Enclose self-addressed stamped envelope. 
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You may think movie st^jj^leviaion 
performers, rei'ordinfr artistsT^amoua ath- 
letes, and other celel^rities don't pay aily 
attention to their fan mail. 

Nothin}? could be further from the truth. 

Celebrities know that the public's 
admiration and support helps keep them 
, in the limelight. And thoy* also*know thatf* 
the quickest way to lose loyal fans is to 
ignore their letters. 

Celebrities care about and — in as many 
cases as possible»answer their fan mail. 
Many performervespecially super stiirs 
such as Stevie Wonder, have agents and^>^ 
staff membeVs to handle their business and 
pefsonal mail. There\s no way they could 
handle it without help. Hank Aaron, for 
example, received more than 900,000 
letters the yean he beat feabe Ruth's home 
run record. 

Some fana collect autographs. Others » 
want photos. Your best chance of Kitting 
either is to write a lettef.- 

Win you get an answer? The chances 
are good that you will, if you are brief and 
(^rect. If you want to comment on a 
particular performance or something in 
general, go aheAd. But keep it short, 
simple and to the point. 

y- 



The chances of having your request 
fulfilled ar(? even better if you enclose a 
self-ad dress ed .stamped envelope. That 
makes ifal^t ei\sier for tho celebrity's 
staff to handle your requast. It saves time . 
and shows you appreciate the favor 
you're requesting. 

Where should you sej^d your fan letter? 

Unless yoif Imppeii to know the celeb- 
rity's home adm-ess, you should mail your 
letter to theAvgiu)ization with which he 
or she is associated! In some cases, such as 
with authors rtnd recording artists, the 
mailing addT-e«s of the organization i« 
usually -listed in thfe book or on the record 
jacket. You can also check where you buy 
your records oi^tapes. When the star is a 
member of a team, the team '^^ .mailing 
address may be listed in the phone direc- 
tory or can be obtained by contacting the 
team's league headquarters. 

On p^tge 10 there is a partial list of 
organi^iitions which will either forward 
your letter to the celebrity or to his or her 
agent or staff. One final note, don't expect 
an immediate answer ; remember, it takes* 
time to answer the large number of letters 
rec«ive<i by mo^t celebrities. 
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s Stevie Wonder 

866 Seventh Avenue 
New York, NY 10019 
Suite 600 

/ « 

I feel that next to being actually physically touched by 
someone, reading a letter Is the most personal and Irffense f6rm 
of communication that there Is. 



^Belng unable to see puts me In the unique situation of reading 
through my sense of touch (my staff has I mportantx letters and even 
fan mall transcribed Into Braille for me). Some^tlmes after a session In 
the^ studio, I like tb go home and sit alone reading through some of 
these lej:ters. What It seems to be allvabout to me Is this: reading a 
letter yuts me on a total one-to-one" relationship with the person who 
the letter Is from. There Is no Interruption for me, like when you talk, 
to someone In a room with other people — It Inhibits the person 
communicating. And It's the seme with the telephone — tfiere Is Just too 
much distance and electrical nonsense. Even though I am a telephone 
freak, \ I really enjoy letters more! Reading letters is a very private thlng-.- 
the lde«^s from someone else travel through my fingers and Into my brain. 
It's all very direct and .Intense and I'm turned on by Intensity. The Ideas 
In letters that" move me most are the' ones that are the.fnost honest. 'Fans 
and business people, I flnd,express themselves more honestly In letters, 
and I real ly I Ike that. ■ . 
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Motion Pictures 

Vioo ProsldtMit of Public Relations 
UiiivtM-HUI. Pictiirtvs 
100 Uiiiv(!i\sal (^ity Plaza 
UnivtM\sal City, CA 9160^ 

l)irxvt.or of Public R(;latious for Foaturos 
WonuT HroH., Inc. 
4000 VVaruor Boulevard 
Hurbank, C A 1)1505 

Vice President pf Public Relation.s 
(•oliinibia Pictures 
7 1 1 5th Avenue " 
New York. NY 10022 



Supervisor, Studio's Mail Dept. 
-Twentieth Conturv-Fox Film Corp. 
P.O. Box 900 
Beverly Hills, CA 90218 

Director, World-Wide Publ{vi-lry. 
United Arti.st.s ('orporation' 
729 Seventh Avenue 
New York, NY lOOlO 

Avco Embassy Picturc^s ("orp. 
300 Eyst 42nd Street 
New York, NY 10017 



Telcyision 

"ManaRer, Audience Information 
AH('-TV 

IIVM) Avenue of the Americas 
New York, NY 10019 

Vice Pre-sident — Information Services 
NBC-TV, 

30 Rockefeller Plaza 
New York, NY 10020 

MamWer, Pre.^s Administration 
NBC-TV 

3000 West Alameda Avenue 
Burbank, CA 91503 

Warner Brothers TV 
4000 Warner Blvd. 
Burbank, CA91522 



Vice President of Press Information 
CBS-TV 

51 West 52nd Street 
Now York, NY 10019 

Vice President of Public Relations 
Children's Televi.sion Workshop 
1 Lincoln Plaza ' 0. 
New York, NY 10023 

Vice President of Public Relations 
Paramount TV ' 
5451 Marathon Street 
Hollywood, CA 90038 



Organizations. 

American I'\>deration of Television 
and Radio Artists (AFTRA) 
1350 Avenue of the American, 2nd Floor 
New York, NY 10019 

Actors Equity 
1500 Broadway 
New York. NY 10086 

Screen Actors Guild (California) 
7750 Sunset Boulevard 
Hollywood, CA 90046 



American Federation of Musicians 
1500 Broadway 
Ne^y York, jVf-Y f0036 

"William Morris Agency 
1350 Avenue of the Americas 
New York, NY 10003 ■ 

^usic Corporation of America 
Agency (MCA) 
445 Park Avenue 
New York, NY 10022 
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Darryl SiiiiKl*\v. tho U»a(linK pass rv * 
ftMVfi- foi* (he x\t'\v l\nj{1ni|tl Patriots, was 
Irniuriratly injuretl on AuKfi^t 12, l})7H, in a 
piv.soason KJinio brt wrrfv/tht* Patriots and- 
tho Oaklunt^ Kaitlors. lie has spent tho last 
year in Ihoiapy. rorovrrin^^ from the 
injury that loft hiiu paralyzed from tho " 
shoijhlers (Town. weeks al'ter his aooi- 
tlenl. lie eonlinued it^receiveJ housands of 
Kittei\s from football fans and well-witrhors 
..on'eiMnji prayers and iMu ouraKonvont for 
his i^ocoyery. Tlirouj^h his hard.w'or^ ho is 
be^inninK to fejraiu full control and use of 
his ri^ht arni. He will bo^working w^th tho 
Patriots iivthe future olioosin^^ thce^lle^r^. 
plant's nhey will be draft in^^ 



Darryl Stingley's . 
''special thank you' 




hi 

reeovev i 



WW L'oiivMU'od ihiM the reeliiij.»8 oxpressed In IcMlers can 
as. helpful as any nieillciiie or thei-ajiv in aiding', someone 



t'r(Mn an injnrv, 



i)iirin^> rhe darkest liours after niy injury^ 1 often questioned 
my ability to adjust to my nev; environment. T- had become 
accustomed to playij:)p. before 60,000 cheer i njv f^nis oacli week. 
In the liospi tal JiowiV/er, 1 often found myself alone. The 
encouraju^meut s . hopes and prayers I. received 'in tlie mail from 
my tans all over the country have j^ven me. the strength to 
p r oy, r e s s t o w a r d my tvU s . 

It's amazing', how one letter from a stranger can be more reward- 
in^-, than t lie diet ry t)f thousands in a stadium. ->As a celelirity, 
r sometimes questioned peojile's motives when thev approached' 
me for something;. Rut the unsolicited letters tfiat have come 
Irom all types of people are j;enuine feel the cOiilpass i on , 

concern, and the love exj'iressed in them. ^ 

1 wish 1 could send a letter to everygne who has written me, but 
instead, hc^peful ly, through this letter I can reacli some of the 
chlUfren and adults who have ^?;iven me tlie strenp.lh to continue. 



Darryl Stimjloy 
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It is the best way 
to or((}inize 
your thou((ht8 
in an orderly 
fashion. 



You can 
make copies 
easily. 




Here are ten good reasons. 




It proyidei} 
a record of 
^ exactly what 
von said. 




You are 
more likely 
to take 
appropriate 
action if 
someone 
writes you 
a letter. 




People tend 
t<mhear what 
they want to 
hear in a 
conversation, 
A letter is 
Specific. 



Cr provides 
a dated record 
for future 
reference. 



\Vritten. 
language 
has more 
lasting * 
impact than 
spoken 
language. 




What you say 
in haste or anger 
is often difficult 
to retract.' You 
can corre<!:t a letter 
and reiyove words 
you mtght later 
regret. 




Letters 
from loved 
ones recall 
happy shared 
memories. 




A ^tter is stip one of 
the hiost economical ways 
to communicate. 
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Deax 
Abby 

on letter writing. 




"While IcltiM- writiiiK may ho a ohoro to 
soiiio i)oo|>K\ IhiMv aVo occasiDiis whoii (he 
writlcii iiiossuKo is tht; only proper nutans 
of ronuiuiiiicatioii, 

" "My (alenl as a w riter was dovdopod 
through writiiur letlors. 1 was — and still 
am- a rompiilsive letter \vriter. As soon 
as I receive a letter, I must answer it. 

"When a lettei^ is pushed aside to be 
aiisw^ered 'lalei\' the answer is sure to luck 
enthusiasm and freshness. I\Mliaps one of 
the ivasons I enjoyeil wrltin)^ letters was 
that I always had the materials f needed. 
SlationeiV, a Rood pen (and a typewriter, 
later, thank heavens!) and poita^o stamps 
and a dictionary. ^ 

"Writin^^ letters helped me to sort out 
my thouKhts, to use the KuKlish hinKiuiKe 
more elfeetivoly, to impi'ove my spelling 
and voeAbuiary anci sentenoo structure, 
and to keep my wits sharp. ^ 

*Mt also brought j()y to others, and you 
know that's the surest 'way of brinKin^ 
joy to yourself : After 1 was married ^ind 
left homo (Sioux ('ity. Iowa for Minne- 
apolis). 1 wrote a letter to my parents 
every day of their lives as lon^as they 
lived. And after my parents died, 1 leatned 
that th(\v had kept every one of my letters ! 

**Not evei'yone can write letters that are 
literary masterpieces. But anyone can 
ackno\tledKO a Kift. express sympathy 
juuUiccept (or decline) an invitation — 
and do it proporly--^if he [or she] follows 
a few basic rules* . ^ 

"The important thin|flWbout letter 
writiiiK is to say what you want to say so 
you can be easily understood, iind say it 
so* it sounds like lion. 

**No one can project your personality 
into a letter for you. That you must do 
yourself. Don't be afraid to uaea *conver- 
sationaK style in your writinjiT' Wfite aa 
though you were talking! Your corre- 
spondents will appreciate it. , 



\ ' 

i)nv of Amrrica% nun^t prolific letti'r writers in 
Ahii/ntl Wnt /»/nf';r.. irhoi^o rolinitii, **!)i'ar Abby" 
in the i)j(Hit ivitlcli/ si/n<iir<ttri{ colnnm hi (hv world, 

'i^houi^andii of profile of oil ui/cs aud in all cir- 
rnniiitintcrH write IrtterH to her each ffcar — 
mntiiitntcH lieHpcrufcl}^ ,*i('vhinf; advice, and other 
intirs jtiHt hlowitiff off utrum. llcr fvplies, both 
th c ours she publishes and the ones she nuBWcm 
prrsonallf/, iiumtni/ tlentofist rate d eonibinatiou of 
roitifKjt;sion, irit (tnd ivisdom. 

Hen'*s irhat "Dear Abby'* haft to fiay : 



"The cornerstone of psy;chiati'y is 
'K^Mtin^ it out of one's system/ You inay 
Malk' it out. Or you nuiy *w^rite' it out. If 
you feel hostility to^vard someone, by all 
means sit down and tell 'em off in a letter. 
Then put the letter aside and read it 24 
hours later. Hut the chances are you will 
have cooled .down, and your purpose will 
ha\'e been sei'ved in merely writing? the 
lett<er. Most people who write a letter in 
haste and in an^er live ia regret it. If you 
are emotioiuUly upset and feel like 
writing — write by all means. But think 
twice before mailing it. 

"If I could 'leave you wilh only two 
precious little 'hint.s' on writing letters: 

" ( U Never bepfiti a letter with *Well you 
know I hate to write letters . . .' or 'I really 
don't have ajiythinfe to write about, but 
hei o Koes . . . / Tho^ phrases are childish 
and insulting. * 

" (2) In closinp:, never write 'I suppose 
I have bored you to death, so I wil] close 
now . . .' or M have rambled on enough for 
now, so I had better close this letter/ 

"For those who are not very imagina- 
tive, but want to keep up a correspondence 
with someone away in the service, or away 
at school, or siipply someone who has 
moved out of town, clip interesting, 
humorous or unusual items and cartoons 
from newspapers and magazines to send 
along with the letter. YoUr correspondenl^ 
will appreciate your .thoughtf uln'ess. 

"The important thing to tvnte that 
letter. A7id don't put it off.. IVs later than 
you think'' 




If you want to write to Abby, her 
address is: 
Abigail Van Buren 
L'^2 Lasky Drive 
Beverly Hills, CA 90212 
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FrvcUince writrr (^arol /w/Ac/- /jas hcrti publiahrd in S5 vewapapvrs in the Uyiiled 
Staffs, (\ni(nln, A}(:^tnil{ti (uul \nf Zniland. Rratutrch for /n'r trawl fitories ha^t tak*e7i 
hrr to more tjuni 70 dynntrir.^ oronml tho (;loht\ 

l!rr r^r'^//^s* ntclndr t)ro su-mi ntn.^ (it ani an py-ofrsnorj)/ journalism and public< 
relations offirvr for World (^<inip}{s Afloat, *nu/ tours editor foi^ the 1975 Rand McNally 
Traveler s Ahnanae. ^ 

Before lounchiuij her earver in jo)(rn(disy)}, Ms. li(d:er taught high school French, 
mathenHxtic:> and Fnglish for seve)i i/ears. 

As a result of a i/ear i)t France and four years in Sfxiin, she speaks both French 
ayid Spanish 'flur)ithf. ^ 

Ms. liaker sat/s hi r writliug career j'eal!}f hega)}' udicv she iras 1^ years old ayid won 
first prJze for an^essag about the problems created by alcohol, in a contest ^jmtsorcd by 
Alcoholics Anonynious., 



"Seiidl me a post oanl/' friends .say, aa 
you art about to ko off on vacation or 
winK your way ix) nnother land. 

Somet imos you do. Sometimes you don't. 
Yet pq.^t' cards, which originated nearly 
100 years apro. are today as much a part of 
travel as hiRprapre, passports, airline 
tickets, or )?asoline credit cards. 

They serve several purposes: to remind 
people you are thinkiuR about them, ta 
a^ssure them you have not lost your way, 
to entertain, to brijiR a touch of fantasy 
to folks wrapped up in routine back home, 
to prove you have actually been some- 




where, or to serve as emergency 
substitutes for photojjfraphic memories, 

A post card is basically two parts — the 
medium and the messaRe. The card itself 
may represent a subject realistically or 
present a pleasant illusion, ft may be larpre 
or small, black and white or color, depend- 
in)? on your mood and motive. The selection 
is relatively easy. 

The message is the hard part. Writing 
a, post card well re<iuires effort. Mark 
Twain once said, didn't have time to 
write you a short letter, so I wrote you a 
lonp: one." 



1 



5 



nosci iptio^is of \v<>nt her and landsoapos 
and oKprt'ssions of adVrtioii aro tradi- 
tional. Noarly i'^yi^vy tra\udiiiK tt^MuiKt^r 
luts prnn(Ml tho "loving" inossaRo to hi.^ 
paiviits, '•MisM you. IMfaso\s(MKl nioiiQj\" 
Aiul the ox-witV has written to hvr tH>n^r 
hushand, **You have ovorythiiiR 1 ovor 
. waiitiH) in a maiV. PU»a«e forward chock 
iiu;nodiatoly/* 

Hut tho.ro aro luaiiy possibilities for 
post card communication. An imaginative 
way with words niay pnxluco a ])ocn], a 
joki\ a stoVy. a diah)KUc. h day's schedule, 
political news, meiui descriptioiis, ami;, 
perhap.*^ eviMi'a few foreiRu phras(\s for 
flavor. 

When you don't tVel creative, pla^Mariam 
is allowed f e r. " Athen.^t is beautiful, but 
the Acropolis is in ruins. With a bit of 
luck, your reader uuiy not have heard the 
j6kv befoi'e. 

If lost foi- words, you can always draw 
a nuip, a diaRram. a cartoon or a sketch. 
Or try a play on words, like the young 
man obliged to leave his fiancee behind 
who wrote: **HavinK a w>onderful wish. ' 
Time ton were het'tN" 

Korlthose public relations post cards, 
take a little extra care to avoid a Freudian 
slip. One man \Vvote to hi.s mother-in-law: 
"This islaiul is paradise. Happy to be here. 
Glad you are there." 

Post oardi4 reveal ii lot about thei^ender. 
• The ei-ononiist.s will probably write (on 
a complimentary card from a hptel or " 
restaurant) in a tiny, hard-to-read script. 
fTowevei;, they'll be happy knowing they 
sent more words for their mqney. 

PhilanthropistvS maV hav6 post cardie 
printed ahead of time as checks. On 
holi(Jay all they have to do Ls fill in the 
amount and sign their names. The number 
they choose to write may say a great'^deal 
about their mood and the degree of 
friendship. 

Efficiency ^xperta may leave a number- 
cod^d list of greetings with friends and 
relatives. Then writing the card« 18 easy : 
7, 18, 2tS relates a complete message aa, 
long as the receiver consults his code. Or 
they may have post cards preprinted with 
several greetings. Then while on vacation 
they simply circle th6 appropriate greet- 
ing, apply a postage stamp and drop the 
card in the mailbox. 

Everyone makes mistakes. Even post 
card writers. If you Ve unhappy with what 
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you've written, rather than begin again ^• 
you can pay for your mistakes. The proce- 
dure is simple. Buy a large batch of ^st^imps 
and cover up everything you've written 
except for your signature. Receivers may 
enjoy the stamps so much that they'll 
forget about trying to uncoveV the ^ 
message. 

>Sonie cards are genuine works of art. 
A post card museum in Canaan, Cojmecti- 
cut displays post cards front foreign places 
as well as a collection of oldei- cards which 
make you want to travel back to the ''good 
old days." Hobbyists will enjoy the book 
"Picti^re Post Cards" by Marian Klamkin, 
who claims th^t post card collecting is 
almost as popular as coin and stamp 
collecting. 

PoAt cards, like any written communica- 
tion, may make a friendship even stronger. 
They ^i^e like letters, which as John Donne 
says, "More than kisses, 

letters mingle souls ; 

Fcrr, thus friends absent speak." 

Copyright 1975 Baker Tnavel Stoftes ' ' 
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m BEEN RIPPED OFF! 




STAT 



You thumb through a Vnnifazine and spot 
a mail order ad for juat the thinj? you'v^ 
been looking for^it's a peach of an item 
and the price is right. 

You clip the Qjoupon, enclose your money 
order, and mail your letter. You wait and 
wait and wait. Nothing comes. Or the item 
finally arrives and you wish it hadn't. It 
bears absolutely no reaemblanc* to what 
was destribed in the ad. You ordered a 
peach and. got a lemon. 

You'think. "Tve been ripped off!" 

What can you do? 

Don't j ust **f orget about it" as so many ^ 
people do because they're too embarrassed 
to report the ripotY, or regard thel^oss as 
too insignificant, or just don't kn(/w where 
or to whom to turn for help. 

You should contact the iJnited States 
Postal Inspection Service, the govern- 
ment's oldest law enforcement agency. 

Ever since the Mail Fraud Statute was 
enacted in 1872. the Inspection Service 
has sought to protee^t the public from 
swindlers using the mail to carry out their 
schemeB, 

. The primary objective of the Postal 
Inspection Service in the area of mail 
fraud is directed at uncovering evidencfe* 
of outright frauds or false advertising 
which could be presented to the Justice 
Department for'criminal prosecution or 
to th^ Postal Service Law D^partmcflht for 
regulatory action under the postal false 
representation statute. 

Additionally, the Inspection ^^ervice 
furnishes help to consumers who complain 
of problems in mail order transactions 
which do not appelir to involve a clear 



violation of law. 

The Inspection Service notifies mail 
order merchants of complaints alleging 
failure to receive ordered merchandise or 
promised refunds. The procedure encour- 
ages immed iate settlement of ^auch claims. 
Since it began, the program has resulted 
in satisfactory resolution of most cus- * 
tomer's complaints. 

It should be pointed out that most mail 
order firms are legitimate and deeply con- 
cerned about disl^bnest promoters. Fre- 
quently, customer complaints do not un- 
cover a vscheme to defraud the customer, 
but merely reflect poor or sloppy business 
practices on the part of the mail order 
firm. 

All complaints received by the Inspec- 
tion Service from the public alleging fraud 
or misrepresentation of products and servw 
ices sold by mail are reviewed to determinfe^ 
if an investigation Should be initiated, or • 
if the problem can be resolved. In each 
instance, the customer is notified as to the 
action taken. 

If you have a bomplaint regarding a mail 
order transaction, contact your local post- 
master, who will put you in touch with 
the nearest Postal Ihspector, ot write- 
Chief ^Postal Inspector 
United States Postal Service 
Washington, D,C. 20260 

If you'd like to learn mor? about some of 
the commonly used lyiail order schemes, 
write to the Chief Postal Inspector for 
Postal Inspectors Pi^otect Consumers, and 
Fraud and the Business Community. 
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Everyone has a problenx from time to 
time with purchjisea. A new transistor 
radio goes dead. A part breaks on your 
bike, and the local dealer says it's no 
lontrer in stock. You send in money for 
mailorder merchandise, and it never 
arrives. What do you do? 

Grousing to your friends may make you 
feel better, bu^ it probably won't solve 
the problem. Often, however, a letter will. 
. If your purchase was made locally, 
phoninif or revisiting the store is the first 
step and, will probably bring the fastest 
results. Rut many consumer problems go 
un»iil)isfied at the retail especially 
when nationally manufactured or mail 
order merchandise is involved. In theae 
casea, a letter can work wonders-^and gain 
satisfaction for you. 

All reputable businesses agree: They 
want to hear legitimate complaints. It 
enables them to pinpoint trouble spots 
and remedy them. Further, they know 
that if they can keep your<goodwill, the 
chances of your buying from intern in the 
future are increased. And they are well 
aware that people talk to people, and that 
tills "word-of-mouth" advertising can 
ultimately make or break a company. 

So, far these very practical reasons, the' 
smart company will not only listen to. you 
but also do its best to remedy your problem 



Consumer Lellers: „ y 

How to Make Them Work. 

1. Find out the address of the company. 

Most companies now make it a practice 
to inclu,de their address on the 
merchandise, or on the carton in which 
the item wAa packaged. Barring this, 
check for an address on the warranty 
.(if there is one) or sheet of instructions 
or directions. 

If these roujtes fail, ask the retailer from 
whom you bought the item to give you 
the manufacturer's address. Retailers' 
» stock books often include thid information. 

An alternative is to ask your librarian 
for aid. There are many reference books 
that list manufacturers' information, 
including addresses (see the Best Tellers , 
List on page 56 ) . 

2. Direct your letter to a speci'flc person, 
if you can; if not, direct it to the 
"Customer Relations Maiiagilr" or 
''Consumers Affairs Office" of the 
company. While every company may not» 
have an office with thes^ exact titles, your 
letter will get to the j-igfht department. 

3. Your letter must contain all the 
important facts. Many consumer letters 
concentrate on "blowing off steam," but 
are short-on facts. ' 
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What facts rtliould y(^i iiu-Jiule? lltM-e's 
a helpful suKKtvsti()irfn)ni Diroctov 
a>f t*6nHunior (JihhIs ami Sor\ ires of tju» 
lJnit(Ni States Depai'tmetit of (/omfueire: 

**I wouKl suh:k^*^'*H^» - thiit vvhuii writing 
lotto{\s of ii)(iulry or rompUiint, the vvritt^V 
'put hiitKSi>Jf \)v herself in the shoi\s of the . 
l)erH<)ii ti^whoiti t\iei]^tlcr is dii^iK tiHl and 
ask: *J>ii 1 have alj ll^e intortviulion I neeil 



to make an acei^i-ate ahd positive reaiK)n3e? 
Are all the rolo\^ant facta in the letter? 
Are such fiu t^ clearly stated?'" 

And here are rtome suK'tTi^^tions from 
the Con^hmer Affairs OfTlce of the 
Pi wtor & Gamble Company : 

**A RcHHl-consumer inquirjf or complaint 
lottei- one that is wusy to-rejul and ejwy 
to understand. If written well, the letter 



Th< fiilhrn-nn; is n (;»>tM/ ^■.r^^lnplr oi ti ]rt }} ■ wrifteyi (iti(f r(frctivv couatiyyir.r complaint Ivttvr 



Mr. Ci. S; \*lt'vrlatu! 
i'liatoim^r Rol;|tiona Man a or 
MotULiotuo rv Ward ^ Co\ , Inc. 
VV. C '.hi i'ajt^i) Avt*mu*# 



l>(Mr Mr. C^l ov rlancl: 



T 



Sninr titur auf>, in rai'ly 197U niy Either bought me a Model 60-IZ48 
Ward l)iiyvlt*» and I hav(* taken iL^ood iaro of it ever since. 

It hasn't hold up tho way it should, and i am really disappointed In it* 
1 ha\ o hi\(] tvo\\\Av with flat tiro.s, a seat which keeps coming loose, 
a tramo whii h is hont. 



^ 1 talked to tlio . salesman in the I'reiYiont store, whore my father 
hoiijuilU tho hii'yrlo, hiil he told me that nothing could be done, since 
the bicycle is now over a year <ild. I still think that this bicycle has 
not liold lip tlu* way a $90 bicycle should, and I would like to know 
what I ct^ <\o about it, j 



\'o ry t rnl y you r s , 

Steve J oil e 3 
100 Main Street 
Middletown, OH 4S042 



A/c)j / iou ' i 4J t c>i*(' ij}wi\3 
you hoiKjht, It., 



i 
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muktvH known at once why it.wjus writtdii ; 
it ItMivtvs no doubt whjit the (inastion or 
pi-oblenj Jh bocauso it's a plaiii letter whlcii 
• courtoouH and fnondly. A tompiaiDt 
letter nhould be oom isf, jfivinK complete 
information on- the i)rtHhu t iniludinff the 
l,>nHluct'8 fonu, .size and code numbor 
(found on the imckaRe), corro<'tly 
ad\ln>8Mod to the eomi)any and si^fned 



with the name, iwldrowa and phone 
number of the \K>raon writing the letter. 

"KtJy to the jrood letter is writing. in • 
ainiple everyday Knjrli.sh ; avoKI beinff 
iv>nux>ii-s. Write rtejitly or type the letter; 
many hatul written letters are difilcult 
to read. Your letter i.s nioat oOw-tivo 
when brief aiid bu.sine»Hlike ixnd .such mail 
can u.sually be an.i\vered more quickly." 
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M r . St t»v<* .1 op OH 
100 Main Street 
Middlrtown. OH 4^04^1 



Dear Mr. J ones: 

Th^Mk vou t<,r vour Sopt<.,ul,c.- 6 1 etf^r r^a .hhTik the M.hM 60-I?4H 
l.u yc l*- your lathor pur. hasrd from oyr Fremont BtAro. 

\\c aro sorry that you have heen luavln^ some trouhl^ with your 

hu yrlcand would like ta Ho what Wo .an to rorro.^ theAo prohlcn,s 

lor y<^^ * .;<; ' ' 

I an, soM.linn ^ « opy of your letter to our Fre>iv>".,t\store Manager 
Mr. .1. A. Hest, with a request that he net in touVh with you and see 
that you are taken care of. i„ compliance with our comjiany policies 
I air, also se,uUn« a copy of yntir letter to our Regional Vice I>regi<lent. 
Mr. .U n. Oiling, for his information. 



•Suu e the quaHty of our merchandise is involved, I am al.so advLsin^ 
the appropriate memher.s of our m<*f^handi.se organization, so they 
can check this model hicycle, to see if we can prevent di sappointinK 
any other' l ustomer.s . . ' 

We appreciate your writing to us ahout this problem.^ 
.Sincerely, 



G. S. Cleveland 

Customer Relations Manager 
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WRITE ON! 



\ 



Gaining admission to college or trade 
and technical schools can be a hassle, but 
you can make things a lot eiasier with 
well-written letters of inquiry and 
application. ^ 

If you don't know which school best 
suits your needs, meet with your guidance 
xounselar. After reviewing your 
qualifications, he or she will suggest 
reference materials containing general 
iQformation. If you want more details, 
you should write for school catalogs. All 
it takes is a single sentence. 
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(Date) 

Director of Admissions 
(School) 

(Street Address) 

(City) (State) (ZiP Code) 

Dear Director: 
t'le^e send mo your school's catalog. 

"Sincerely, 

(Signature) / 
(Name) 

(Street Address) 

(City) (State) (ZIP Code) 



2^ 



- After you have deoidoil which schools 
you would like to at tend, the next .step 
i« to write a letter of .application. You^ 
should write to all schooKs in which you 
are genuinely intereHttxl. but only after 
you have chocked with your guidance 
counselor t(^ discuses whether the schooKs 
nu\et yoiU'.netHls.- . ' 

Letters of application nhould be brief, 
but should include: 

Your class and high school. 
VVhen you plan to epter school. 
Your intended major or generaJ 
field of interest. 
Ke<iuest for an Application for 
Adnu»sio;i. 

Keque^t for a school catalog if you 
don't iU ready have one. 
Request %tor ftiuincijil aid application 
forms and a waiver of the 
application fee, if appropriate to 
your fuumciiU situation. 
Your luime mul home address, 
including your ZlF Co<le. 



o 
3. 

1 



6. 



Dirtvtor of Admiaaiona 
(School) 

(Sti-cot Address) 

(City) (State) (Zll> Code) 



(Date) 



Dear Director: 

1 am a senior at (name of your high school) 
and, after 1 graduate in Juno ID — , 1 would 
like to attend '(name of the school) in the fall 
of ly — . 1 expect to nuijor in (name of the 
nyijor or general area of interest). 

PJease send the necessary application forms, 
achi)ol catalog, and any other materials pertinent 
to applicants for admission. 

Would you also send the application fomia 
for requesting financial aid and a form for 
waiving the application fee? 
Thank you, 

Sincei'ely, * 
(Signature) ^ 
(Name) 

(Street Address) 
(City) (Stiite) (ZIP Cwie) 



If you can, visit ixi\y school that you 
are seriously planning to attend. Most 
schools bncouraife viaiti*^id many will 
arrange f of you to tour th?>ampus and 



' ait in ^n chus8es, if you re^iueat an 
^ uppointnient far enough in advance. The 
following Jet ter is the type yoTi fnight 
Vrite after yoH have received the 
application form. 



( Dat<}j 



Director of Aciniisaions 
(School) 

(Stix»ct Address) 

(City) (StMe) (ZIP Code) 

Dear Dfiwtor: 

Thank you £^>r sending the application form 
and related information about (name of school). 

1 am seriously considering attending (name of 
school) and I would like to visit tlrt} campus 
and sit in on some classes. \ 

1 could visit on Monday and Tuesday (month 
and dates) at any time .convenient to you. 
Please let me knbw the time and date. 
Sincerely, 
(Signature) 
(Name) 

(Street Address) 

(City)7 (State) (ZIP Code) 



There ai-e many excellent souix^es for 
additional information about school 
admission. Sonne of these are: 

College Admissions Assistance Center - - 
888 Seventh Avenue 
New York, NY 10019 

College Entrance Examination Board 
888 Seventh Avenue 
Now York, NY 10019 

National Association of Trade and 

Technical Schools ' 
2021 L Street NW 
Washington, DC'20036 

If you'd like helpful tips for tomorrow's 
college students and information on how 
to visit your prospective college during 
vacation, write for ''Wish Td Known" 
and ''Hints on Summertime College 
Prospecting!" 
Both are available from : 

Office of Public Relations 

University of Rochester 

Rochester, NY 14627 
(See the Best Tellers List on page 56 
for reference books that describe schools 
and the studies they offer.) 
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Good ones get results 




by 

Joyce Ixim Kennedy 



t 



No stranger to viaiiy students, Joyce Lain Keiinedy's 
syndicated column/' Carters'' appears in daily 
nexQSpapers across the nation. 

She also is the executive editor of Career World 
1 andt, the major periodicals about education ajid work 
used in schools and colleges throughout America. 



Interviews get jobs, but letters help to 
get interviews. 

^ This means that among the most im- 
portant letters you'll ever write are the 
ones to employers that open doors to the 
jobs you want ^ 

Effective letters make the ^ployer 
want to meet you. Poor letters are thrown 
in the wastebasket. • ^ 

Smce your letter of application is an 
employer's first impression of you, why not 
make it an outstanding sales tool ? 

Here are a few tips: 

1) All good job application letters are 
neat, with each word correctly spelled. Use 
simple* dlject language. Organize your 
letter and present the information clearly. 
You may have to rewrite it several times 
before it reflects your strongest assets. 



2) If possible, type your letter. If you 
can't type, try to get someone to type it 
for you. If you must write it in longhand, 
be sure your penmanship is legible. Never 
send a duplicated letter or q^rbon copy — 
the employer will consider it impersonal. 

3) When possible, address your letter 
to the person who will make the hiring 
decision. If you can't find out who will 
make the hiring decision, address your let- 
ter to the most appropriate person — the 
department manager or personnel direc- 
tor, for instance. You can obtain the name 
of the appropriate person simply by tele- 
phoning the oflfice and asking. Check the 
spelling of the addressee's name, as wjell as 
the nttme and address of the organization, 
to be sure they are correct. If you are an- 
swering a blind newspaper box ad, simply 
write "To whom it may concern: ' 
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4) KeeDjl^copy of each job letter you 
write for future reference. 

5) Tell your story in terms of the con-^ 
' tribution yoix can make to the empIojN^r. 
Don't tell the employer you are looking for 
an interesting, rewarding job. Every- 
body is I ^ 

6) Your letter should indicate the posi- 
tion you're applying for, and reasons ^^^y 
you think you can do the job well. (In the ^ 
case of summer employment, state the 
periods oMime you would be available for 
work,) 

Two Types of Job Application Letters 

There are two basic forms of job appli- 
cation letters. The first— often called a 
covering, or transmittal, letter — accom- 
panies a resume.' 

- A resume—pronounced REH-zoo-may — 
ia a series of iVritflen stfitements that tells 
employers how your skills and personal 
assets meet their needs. 

A resume is a sort of self-advertisement, 
a calling card. A good one answers three 
main questions employers want to know 
about you: 

• Can you do the job ? ( Do your work 
skills and education support your 
claim of being able to do the job ?) 

• Whatareyour work habita and atti- 
tudes ? 

• Can you get along with others on the 
^ job? 

A resume should tell employers why it 
ia to his or her advantage to invite you 
to come in for a face-to-face interview. 

The second type of job application let- 
ter stands alone — it does not include a 
resume. For convenience, we can call this 
an independent job application letter. 

Covering Letters 

A covering letter thkt is sent with a 
resume should not be too long— three or 
four paragraphs are plenty. This letter 
should emphasize an appropriate strength 
or skill you may only have touched on in 
your resume. 

A covering letter allows you to « 
• **slant" your background more precisely 
to a particular job than does an all-jiround 
resume. In brief, a covering letter does not 
repeat your resume but sunis up what you 
hAve to offer and acts as an introduction 
to your resume. 

A covering letter should always ask for 
a job interview. Ask the employer to reply, 

O ■ ' \ 
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or state that you will follow up with a 
phone call to arrange tC job interview. Ex- 
amples of good covering letters apd 
resumes are on pages 24 and 25. 



Independent Job Application Letters 

The independent job application letter 
is not commonly used by experienced job 
seekers, but is sometimes used by students 
who may not be familiar with resumes. 

If you choose this approach, your letter 
should include the same type of informa- 
tion found in resumes. Employers prefer 
short letters — one page, or two pages at 
the most. The same rules of neatness, 
grammar and salespersonship mentioned 
for covering letters apply to independent 
job application letters. 

Now that you know the general rules for 
writing an effective job application letter, 
why not put them to good use and apply 
for a job ? Remember, writing a good job 
application letter can be among the most 
important correspondence in your life. It 
can literally change your life by helping 
you land the job which will jjiake possible 
all your other goals and lifestyle aspira- 
tions. 
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Hrtrch 29, 1979 



Mr, nioovjoio Diowir 

Oityjiulo honk 
Tucaon, A/ «S7i)l 

Oo.ir Mr, Urowiir 



Past ox'^ierioncc \n workinv) wilh the public, rtocur.^Vo typiruj - 
?»KiUa AwA ail ont-ivj^tic oiithus \ .ism to iftaotoi new akillH and 
knowlodij|^ q I vc> nu» a iMCkgiound which.* I bolieve, would'mflko 
mo o> prcJpk't. I V(_» i.Mnployuc of your b.ink . 



My loii anio i ti o [\c s^vl with f ii i t ho V ^do t ni I «j . 



mucli of t ho t imc, 1 
la find < ) vu whet!) t ? r 
mtotvn,'w. I hopo ihia 



one to answer t>iQ ti.'lophont? .it niy homo 
w\ll I 1 you .i(Nu30 on Monday, April 7 
<ar\d when I may prci,sKnt myself -for an 

mcctr, with y6ur.-^^3proval as 1 uagcrly 



l<50k forw.ird to disoussinvj j>oaniblo oiiiploymont with yovi , 

Sincoroly 'yours , 

Penny Hunter 



Example 
covering 
sent ,wher 
has been 



PENNY HUNTER 




le of resume 
r h+gh schbol ' 
aate seeking 
full-time Job 




Reprinted by 
permission 
Careey* World. 



1901 Salamander Avonuo 



602-899-1799 



Tucson, Arizonoi 85 



Offering typing skills, j\ strong senate of responsibility , the 
willingness to leai'n any assigned task, energy and a cheerful- 
outlook. Seeking position as office assistant where these 
qualifications will be a|tscts. 



education 



suiftner and 

part-time 

employment 



related 
experience 



other 

accompllsh- 
ntnts and 



perBonj\l 
data 



Will gradua te in th e top th ird from Wilson 
fTlg h School ~in j "jj_^|jj9^ ISoaF^ra^feSTSn^ 
rmost enjoyed courses: English, Spanish and * 
Algebra. A's in all courses during last 
semester. Learned to type- 55 wpm accurately,' 
and am now working at home to 'An crease ppeed 
through daily practice. 

m 1978 was waitress at Howard Fondson 
restaurant. Previous summer worked as mother' 
helper. For past two years have worked after 
school at Flower Clean Drycleanera. All 
employers were complim entar y aboil t qu^HTty 
my work and my general hclpfulhe as. 

Member ol^editorial stAff of Wilson High yeAr- 
book and loewspi^per. Member of Spanish Club. . 
Had major Xtudentresponiibility for health \ 
careers ledtion of • school Career Fair program, 
which involved making all arrangements for 
speakers and ccmipany booths. Faculty 
coordinator said I did an outst^anding Job. 

As Senior GirL Scout, have served as assistant 
to leader of younger troop for past three 
years... Most enjoy myself when very busy-.. 
Teachers ^ay I am a fast learne.r. . .Have always 
made friends easily .. .Hieeed only three dayf 
of school during past four yeari^. . .Hope to 
contimue my education through evening hours 
as work permits. 

Excellent health. Well groomed. Enjoy 
reading, Jewelry-making, tennis and music. 



Ml . Will Ktm C. Annon* ^ 
r«?i>uOmu»l ,l>iro» tor 

Worthwhile l^i rectory tw^rvico. Inf. 

Wit* JniK> I cot V k 

Ml tinoii|>i.»l I « , MN '>')4?0 

l>urtl Ml. Aiiuoir:. ' ^ - 

My i cHuinr lu etnMoaoil m tfjupoiiau to yom aclvci t i uomont foi . 
Offu'o wvikfTUT ui today's Miiinovipoll^. CJrt7i>t to. 

Yuu'will 'note Ih.it 1 h^vo .^>!ro caoviOrtl oxpniitf.|icq you rt»quo3t 
My roloioncoa wiU'vou.Mi foi the f.iot Lhht I pay i\-iii>ful 
.UtoiUu>n to »),nti»M my woik'diMU? roiioi'tly rtncf on timu. My 
rtttwiuiaiu'e H'<.:or<! i i> I iio 1 1 on t . 

1 10i»k forVMiil to talKlno w'lth'yoo, and wi U oA 1 1 you on 
iX^L-iboi 1? t.> ooo wht?n it would bo convonir>nt. 



nple of cover-* 
Ing letter for ' 
Is tudent seeking 
part-time job when| 
femploytfr is known • 



KMv* 1 0:5Ui.( 



, e of resume , 
student seeking 
■time Job. 



YOut a t ruly 



liobor t M. KUUo!io\ 



(.11 LO! > p.lfi.) 



7\vnilrtl>l<» for pAi-t-tlmo work 
inrwillfttolyj vnirk fvUl- 
tinw during avimmrs. 



Ai.'*«um_ .n ■IV-Uoni,,! lUql. stirtylix, E,x,H8h, Uiol,«»» ,*chli>OH, lxxAk«>pi,»g, Uu.U>o«, 

Uw aUpin, .vxl n.«K.-l, a„vl«t«1 0» follo.i,x,, bu8im.8H «hb«tlo,i .WrwH, with 

ot A 3 .MKl 11 s: ryi«*'i:Uiixj---bo<iiiuiiiKi niKl liVtQinioai.it.o— Aixi iiitnxiwjtloi) to UWIIKWJB. 

Xlf f'il^'"^ "f «'it<« iM.,w,tmlM to 1,000 ix«8p«pora. c«tv«..y no^xl.to ' 



Oct obex 197 8 '-»AugUBt 19 79. " . 

■ cKitios .if tor icRGol ni 



HiiMno Society, <j[aij^rijMa^ri^^ qcr topti(^l\chjtrftctor Rx xxniitli^iri) 




' tiXKtaiiror 'of U« &«turxViV ftj^ni^^ DiUit^m'aiKl JiuUor liagiie 
^ *t linW Itwlljiq Alley, MlnnMiwlU . " Ijevynwd calcuUtii^g and n«bit«VMK« of At^Uatkal ' 
infomttlon. 1979 to prosojit^ -JSiS — ^^'- ^ Z 

Mfcf vtco^proalclbiit of ■l>ojiuiiont fidiool chftptoi- of Office ahie«tlo«i ABaociatiort. In X979, wm 
^ fl!?^^?!i "V^^} ^}'^ c1rive-'i>QllaT«it cpU^itotl tho tt«it.«cr«p papor of mw In ' 

tlw fcnct)! district, 16 "toiui, ■ 



PjUMAm' AIN^ ANP ASdJBTC 



nirwer aupciryisors'ftncl somo tertdi^rs haw denoribid n»-M having laiusuftUy mature jukinartt. . ..uo^ 
c^MfUl p«-eo^>ce of cuiy task bring, giiwt Mtl.f^ctloi.. . .not «fr«id on htuxl wrkTrTiVp^t 
to attoi< ^^j^^ ^l9gj^lj;y..^«vl 5X»itljiH>o wor king part-tlnn. " ' • - 5=»=iL- 

' i^BtrnjAL DATA ' , ^ ^ . 

BonH96 3...oxcenwit health. . .onjoy jiwlnmlnq, bowling, flliw ai^Troetlng new poolUe. l^fcc^nctt 
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^ If you're bu^rged by an article that 
doesn't tell it *iike it reall/ia," or you're 
opposed to an editorial position, or you 
feel strongly about a public issue and 
want to influence othwa» wf ite a letter 
to the editor. 

This simple device, so often taken for 
granted, is what American democracy is 
all all^ut. It gives everyone a chance to 
sway public opinion and affect the course 
" of ev§nte. That is a right that men and 
women hiftve^acriflced their lives for. 

And editors welcome letters from 
readers, even those that disagree with 
what was written in their newspaper or 
magazine. Letters help editors measure 
the reaction of readers to the content of 
their publication. They are tlrfe source of ^ 
many constructive ideas, and those that 
are published sometimes make for the 
livelieet and most informative reading in 
the publication. 

Ju&t as there is no guarantee that what 
you write will, in fact, persuade people, 
th^e is also no guarantee that you^ letter 
will ^ published. What are your chances 
of y^ letter being read and published ? 

The chances are excellent that it will \)e 
" read, if not by the editor, then by an 
assistant. Whether it is published or not 
depends on how effective it is and the . ^ 
- amount of space Available . 

Your chancer Will be enhanced, however. 
If you follow some common-sense rules. 

1. Be prepared. Spend some time 
reading letter? already published. Pick 
Qut th« ones that you And particularly 
interesting and meaningful, the onee that 
make you stop and think. Then ask * 
yourselt w^fcy these letters ^captured your 
atterltion. 

2« Be brifef . Refer succinctly to the 
article or editorial that prompted your 
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letter and get to the point jfast 'and in no 
uncertain t©rm% Say what you think in 
the flrel pasMfraph, better still in the 
first sentertCe. 

3. Be relevant. Agree or disagree aa 
strongly as you Wish, but once youVe 
made your point stay there. Don't wander 
from subject to subject. Don't clutter 
the letter with extraneous matters. 

4. Use moderation. As one successful 
"Letter to the Editor'* writer points out : 
;'^AH l(&tters sh<Juld be sober and rational 
for^their best effect. The letter of 
commendation should not gush, the 
letter of protest should not rage, the letter 
of complaint should not whine.*'^ 

5. Emphasize facts. While it^s true that 
everyone has a right to tfiSir opinion , it's 
also true that opinion supported bj^^f acta 
will make your letter more likely to be . . 
published and heeded by the mtders. One 
way to acquire the necessary facts is to 
set up a "Fact File" on subjects in which 
you, are interested and to dt^w from 

thi^ file when you're composiflg your letter 
to the editor. 

6. Where appropriate, cfiU for action. 
After you've made your point and 
supported it With- facts, call for some 
definite action by the readers or by the 
Irroup cfir person involved in the subject of 
your letter. 

7. Write promptly. Editors have no 
interest in stale letters. Letters to daily 
newspapers should be maijed within a 
day of the article of editorial that 
prompted them. Letters to weeklies should 
be mailed within tw6 days and letters to 
monthlielj should be irtkiled within a week, 
since these publications are usually . 
prepared and printed well in advanceof 
their publication dates. ; » 




- There's no secret to writing an eflfective 
l^tjer of inquiry. Here are some guidelines. 

He direct. State briefly the subject of 
your inquiry in the first sentence. Long- 
winded explanations as to why you want 
the infoi-mation are not heeded. hi|s also 
unnecessary to get gushy in expresslrtg. . 
your appreciation. Both Waste the 
reader's time. Read the letter opposite 
and note its directness and Ijrevity. 
^ Be clear. Use short, simple sentence* 
that get directly to the point. It's a good 
idea to pse a separate paragraph for 
• each item requested; 

Be precise. Asking for "all the 
information available" on a subject is • 
not as effective as spelling out precisely 
what you want. This is especially true 
when writing to government agencies, 
national associations and large business 
organizations, v ' ^ 

Be sure to include your name and 
address in the letter. Quite often the 
envelope with your return address is 
discarded or lo»t. Also t)e sure that your 
name and address lire legible and that 
you include the correct ZIP Code. 



(Date) 

Directoi^Public Affairs 
Bureau of Sport Fisheries and Wildlife 
Department of the Interior 
Washington, DC 20240 



Dear Director: .\ ^ ♦ 

I am a high school student and I am 
preparing a report on endangered species. • 
I would.appreciate your help in obtaining 
the f oIlowiniBf materials : 

1. General background information. 
' 2. -A bibliography and additional source 
references. ^ 

3. Illustrations of endangered species. 

4. A list of programs available to students 
. who wish to participate in protecting 

endang^rejd species. 
Thank you foV your assistance. • ^ 
Sincerely, 
. ^ ^ (Signature) 
^ (Name), 
\J*, (Street Address) 

f (City) (State) (ZIP Code) 



••■f 



\ 




Ari haoolouical diuN . . . and boat inn" 
l>ii>( U» tipv . . , and forriun \v\\)^. 
( arorr rvploralion . . . and ton-^iTv al i<u\. 
\)\v\ hint^ . . . afMl niakhu» ^plin!^ 
Mxplcinnu t ho ^^lar^ . . . t ip^ ahoul rar^. 
rir^l aid riilr^ . . . and pouiM* lonU. 
(tiU'diMium . . , and ^urv ival Ivils. 
Hi ^!iM-ii :d '-ilr-- . . . and ulidiM* lliiiht^. 
IihIi nr plants . . . and ^! ndrni ur'iUiN. 
.IcdiN Tor l(MMi>^ . . . atid niu^ic machint'-^. 
Kilo (liuhls . . . aiul uonton*^ l iilhlN, 
I o!*ondM I V r. I oaK ... and uoiioalnirioal dal os. 
Mol 1 It uU4>Mnal iiiti . . . (lau-^ (»!* nm* nat ion. 



National Park ^pot>- . . . ;ind c'lrinu for toK. 

i >1\ ntpic o\ onl s . . . and old dno nnu^n I ^. 

INo^ to halvo . . . and to> ^ lo niako. 

(/notMis and kinu^ . . . and ^port inu I hin.u^. 

Itaisinii- ))ols . . . and li'^liinu niM -i. 

Sou itm 'skills . . . and i-ount <m'I oit lulU. 

'r(M*Ii!ii<'ianv i»aloro . . . and < *i\ il W av Um'v. 

I ndot'siandinu* oknuK . . . i^srapinu ( r niu oi ow (U. 

\ anixhinu- luM'(K . . .and ^pot ( inu hi r<U. 

W i Id or n OSS | raol^ . . . and sparo ai'.o larN. 

\ marks l Uv ^\u\\ . . . and u ha^-^ in I ho pol . 

^ n\i(li ho-^lol cainiw . . . ciillocl i ni^ ^lanip^. 

/no populal ion>> . . and nal ural I nr lual u»n-.. 
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Do you know what's needed for back- 
packhiR in a national foreat? Need good 
source material for term papers? Do you ' 
know where to write for apprenticeship 
literature? Want to know how to Ret more 
milea per gallon of gag? How to make 
batik prints? V^here to get information on 
boating rules? 

The answers to these questions and a few 
thousand other subjects are available in 
books and pamphlets you can order by mail 
from the U.S. Government Printing Office 
(hereafter, GPO*), from the Consumer In- 
formation Center (hereafter, CI*), froKfi 
various trade associations or foundations 
and from private business organizations. 

The government publications at-e re- 
searched apd written by people in the ' 
various federal agencies. Believe it or not, 
they're really good, informative, and use- 
ful. Some are free, others are competi- 
tively and reasonably priced. 

How do you get lists of such publica- 
tions? Most public libraries keep an index 
of available government publications, and 
many school libraries also subscribe to this 
sjervice. Lists of the publications appear in 
the Monthly Catalog of United States Gov- 
ernment Publications, sold on subscription, 
and Selected U.S. Government Publica- 
tions. Another list, issued four times a yeai 
offers some 250 Federal consumer-oriented 
publications available. This is the booklet 
Consumer Information. 

If your school or public library doesn't 
offer these services yoxi can have your 
name placed on'alist to receive some of 
them. To request the monthly Selected 
U.S. Governntent Publications Lists, send 
your name and address to: 

Superintendent of Documents ^ 
Qovernment Printing Office 
. Attentton : "S.L." Mall List 
Washington, DC 20402 

If you want to obtain a /ree copy of 
the quarterly list issued bv the Consumer 
Information Center of the General Serv- 
ices Administration, write to: 



Consumer Information Index 
Pueblo, CO 81009 

There is an order blank on page 14 of each 
Index so the consumer can order the next 
edition. 

Once you gain access to such lists, and 
have pored through them, it's easy to 
order the publications they offer. Order 
the publications by name and by the Stock 
Numbfer, which is the number appearing 
just b'efore the price. (If they are free, 
just be sure to list them by name and by 
the number appearing just before the 
magic word "free.") 

When you order from either of the 
sources (GPO* or CI*), make out your 
check or money order to the Superintehd- 
ent 5pf Documents. (The money is all going 
to the same place, the U.S. Treasury.) 
Both offices are required to deposit your 
check within 48 hours of receiving it; 
therefore, if you receive your canceled 
check before ybu get the publication you've 
ordered, don't be alarmed. It will be de- 
livered within the next couple of weeks. 

Incidentally, be sure to include your 
name, address and ZIP Cpde. Care in or- 
dering assures a swifter response. GPO 
and CI answer thousands of orders daily 
and accuracy fs essential. Send check or 
money order, not cash or stamps ( 

Some prices listed are subject to change 
because of increased printing costs. If the 
price of your order goes up, they'll inform , 
you. Your best chance to avoid such a 
delay is to use the most recent lists. 

To order publications from the Con- 
sumer Information Center, the address is: 

Consumer Information Center 
Pueblo, CO 81009 

To order from the Government Printing 
Office, the address i^:^ 

SupeiTntendent of Documents 
Government Printing Office 
Washington, DC 20402 

Now that you know there's a wealth of 
information available, try some of these-A 
to Z's for starters. 
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ArrhaeoloK^ical digs • , • 




You'll probhbly never unearth the Lost 
City <5f Atlantis, but you might become a 
rtiember of a team which adds an impor- 
tant new chapter to the hLstory of man- 
kind. ^ 

^ For information about archaeological 
digs or archaeology as a career, write to the 
Archaeological Institut^^of America, 63 
Farlc Place, Eighth.Floor, New York, NY 
10007 or to the Society for American 
Archaeology, College of Humanities and 
Social Science, University of Texas at San 
Antonio, 4242 Piedras Drive East, San 
Antonio, TX 78285. ^ ^ # . 

and boating rigs 

Whether you're a landlubber or a sea- 
soned salt, there's an ocean of information 
on boating, from how to tie knots to crew- 
ing aboard a three-masted schooner. Just 
^ launch a letter to the boating organization 
listed in the Encyclopedia of Associations 
(see the Best Tellers List on page 56) that 
' • best suits your nautical interest. 

While you're at it, you might drop a line 
to the National Marine Matiufacturers 
As8ociation,>ublic Relations Department, 
401 North Michigan Avenue, Chicago, IL 
60611, for a decallisting safety measures, 




which you can plac6 prominently on your ' 
boat. Enclose a self-addressed stamped 
envelope. 



There are ;nany government publications 
on boating available free or at nominal 
cost. Check the list below: 
The Skipper's Course (GPO* S/N 050-012- 
0060-6. 1^1.50. 94 pp,) This book tells you " 
many things you need to know if you're 
planning to skipper your own boat some- 
day. It is more than just a guide» it is a 
self-instructional program. It contains 
questions and answers on boating proce- 
dures, including tips on good safety prac- 
tices, and navigation rules. 

The following pamphlets are available 
free by writing to CommailHant (G^APA- 
3/TP21), U.S. Coast Guard, Washington, 
D.C. 20593: Emergency Repairs Afloat 
(CG-161), First Aid for the Itoatman (CG- 
626), Coast Guard History (CG-213), Coast 
Guard in the Civil War, 

liicycle tips ... 

The f ojlowing organizations and publi- 
cations are excellent sources for bicycle 
information ranging from competitive 
cycling to safety: 
U.S. Cycling Federation 
1760 East Boulder Street 
Colorado Springs, CO 80909 




This organization is the governing body of 
competitive cyclingin the U.S.A. and 
represents 400 member clubs which spon- 
sor bilce races throughout the country. 

The Bicycle Manufacturers Association 
will send a satety set, which includes a safe 
driver's license and a pamphlet instructing 
the user on the care of a bike. Send 25^, 
and a self -addressed stamjped envelope to 
the Bicycle Manufacturers Association^ 
, 1101 15th Street NW, Washington, DC 
20005, X 
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Leacu«or American WhMlmen 

P.O. Box 988 
Baltimore, MD 21203 
Bicycling for Everyone (GPO* S/N 060- 
000-00082-6. 66^. 20 p.) Informative and 
well illuatrated, thia boolilet gives safety 
hints for iiighways, by Ways and bilieways. 
Some of tiie problems, as well as the pleas- 
ures, of bicycling are also included. . 

and foreign trips » 

If you're interested in traveling abroad, 
or in mailing an "armciiair vi^it" to far- 
away places, you can get a world of infor- 
mation by writing to foreign embassies. 
For names and addresses, ciiecli tiie Diplo- 
matic List (Publication number 7894) 
publisiied by tiie Department of State. If 
it's not available at your sciiQpI or public 
library, you can get a copy for $2 from tiie 

Tile Department of State also offers 
brochures on approximately 160 countries. 
The pamplilefs, at 70^ eacli, include infor- 
mation on tlie country's land, people, liis- 
tory, government, political conditions, 
economy, foreign relations and U.S. policy. 
Also included: a profile, brief travel notes, 
map, list of government officials and a read- 
ing Hat. For a list of available pamplilets, 
write to tlie GPO* and request Subject 
Bibliography, SB-093, 



the Passport Office of the Department of 
State, it explUins how and where to apply 
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Many countries also maintain tourist 
offices tiiat c«n provide a wealtli of general 
information. You can learn which coun- 
tries maintain tourist offices by writing to 
the Department of State, Office of Media 
Services, Public Inquiries Divisioki^ Bureau 
of Public Affairs, Washington, DC 20B20, 
or by oheclcing with your local travel 
agency. 

Here are some publications you'll find 
useful for your trip abroad : 
You and Your Passport (GPO* S/N 044^ 
000-01702-4. $l.iq. 16 pp.) , Prepared by 

• OPO SuiMrimtndant of Oocunwitti, «o¥«Tnm«nt l'rlnlln»Offlc», WHhiniton, DC 10401 
•CI Con«uiiHrInft)rm«tlonC»nt«ir, Hu»blo, COSIW* 



for a passpoY-t, when visas and immuniza- 
tions are required, and otlier travel tips. 
Customs Hints for Returning U.S. Resi- 
dents: Know Before You Go (GPO* S/N 
048-002-00073-1. ?1.00. 80 pp.) . Developed 
by tile Bureau of Customs, it describes 
wliat items the overseas traveler may bring 
baclc duty free and in what quantities. It 
also lists restricted items and gives shop- 
ping pointers. ' ^ \ 

Career exploration . . . 

Wliat's tlie average pay for a secretary 
after two years of on-the-job training ? 
How many job openings are there for 
sliilled air-conditioning mechanics, or re- 
cent high school graduates witli an interest 
in cliemistry ? 

Wliat experience is required to be a 
pliysical therapist? 

The answers to these and hundreds of 
otlier questions about career opportunities 
and requirements are available from a wide 
variety of sources. 

The following boolclets can be obtained, 
free of charge, by requesting them by title 
from the U.^. Department of Labor, Bu- 
reau of Labor Statistics, Room 1639, 441 G 
Street N W , Washington, DC 20212, or at 
any of their regional offices (Atlanta, 
Boston, Chicago, Dallas, Kansas City 
(MO), New York, Philadelphia and Sart 
Francisco) : 

Jobs for Which a High School Education 
Is Preferred But Not Essential 
Jobs for Which a High School Education 
Is Generally Required 
Jobs for Which Apprenticeships Are 
AHilable 
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Jobs for Which Junior College, Technical 
Inntltute* or Other SpcNtlalized Training Is 
Usually Required 

Joba for Which a College Education Is 
Usually Required 

Two excellent booklets on apprentice 
traiiling are available, free of charge, from* 
the,lJ.S. Department of Labor, Employ- 
ment and Training Admlnlstratloh, Room 
10225, Patrick Henry Building, 601 D 
Street NW, Washington, E>C 20218. They 
are : How Apprenticeship Informatloii 
Centers Can Help You. Contains informa- 
tion about State apprenticeship centers, 
wJiere they are located, and what services 
they can provide. 




What You Should know about Apprentice- 
ships. Covers the operation, qualifications 
and opportunities available through ap- 
prentice training. 

The Occupational Outlook Handbook, 
available in most schools and public li- 
braries, discusses job prospects for more 
than 30 industries covering approximately 
860 occupations. Information about each 
job listed in the Handbook is available in a 
reprint, average price 50^. Each reprint 
discusses the nature of the work, what the 
job prospects are for the next ten years, 
personal qualifications and training re- 
quired, working conditions, pay, what the 
chances are for advancement, and where 
the openings iare. To obtain a free price lisi; 
of available reprints, request Need Infor- 
mation about a Career? from the U.S. 
Department of L^bor, Bureau of Labor 
Statistics, 441 G Street NW, Room 1612, 
Washington, DC 20212. 

An excellent supplement to the Hand- 
book is the OccMpational Outlook Quarterly. 
Published four times during the school 
year, it covers i>ew and emerging jobs^ 
training and educational opportunities, 
salary trends, ]6h prospects — in short, just 
what young people need to know to plan 
careers with a fixture. 



If your school or local pubftc library 
does not subscribe to the Quarterly, it can 
be ordered from the GPO. Cost of four is- 
sues is $4 and should be ordered by name : 
Occupational Outlo<»k Quarterly. (Note : 
always request the latest edition.) 

Many professional, trade and industrial 
organizations also provide guidance for 
young people who are interested in careers 
in their fields, , 

One example is a pamphlet entitled Look 
. into Journallsrtl. It is available, f r^ of 
charge, by writing to The Newspaper 
Fund, Inc., P.O. Box 800, Princeton, NJ 
08540. 

In order to find out which organizations 
offer career information, check the Ency- 
clopedia of Associations (see the Best 
Tellers liist on page 56.) 

You can obtain a free copy of The Direc- 
tory of Accredited Home Study Schools 
from the National Home Study Council, 
1601 18th Street NW, Washington, DC 
20009. This organization, dedicated to qual- 
ity correspondence education, serves as a 
clearinghouse of information about home 
study courses and is approved by the U.S. 
Ofifice of Education as a nationally recog- 
nized accrediting agency. 

Two booklets that could steer your ca- 
reer path are offered free by the National 
Association of Trade and Technical Schools, 
2021 K Street NW, Washington, DC 20006. 
One, titled What's a Nice Girl Like You 
Dottag in a Man*s World? suggests oppor- 
tunities>for women in trade and technical 
fields. The other is titled How to depose a 
Career;. . . and a Career School. Enclose a 
self-aadressed stamped envelope ilSo^ou 
request thfim. 
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Guidance material and a Directory of 
Accredited Institutions are available for 
the asking, if you enclose a self -addressed 
stamped envelope, from the Association 
of Independent Colleges and Schools, 1780 
M Street NW^ Suite 600, Washington, DC 
20086, 
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and conservarion 

• There arw more thun 100 oonaervation 
oriranlzations listed in the KncycJopedla of 
AHMo<>iati|>iiM (see the Best Tellers List on 
pftRe 56) . Moat of them are jfood aouroea of 
Information and many, such aa the Nation- 
al j\udubon S«>clety Conservation Informa- 
tion Department, 950 Third Avenue, New 
A'ork. NY 10622, and the National Wildlife 
Foundation, 1412 lf,th Street NVV, Wash- 
ington. 1)(^ 2003G. provide free or inex- 
pensively priced materials on a broad range 
of conservation subjects. 

Write for a free copy of the Conserva- 
tion Education Publications List, so that 
you can decide which publications vou want 
to request. The National Wildlife Federa- 
tion, (Dept. P80), 1412 16th Street NW ♦ 
VVaahington. DC 20030. 




Diet hints .. . 

Should you diet? Only you and your doc- 
tor oiHi answer. But. if you have questions 
about diets juul nutrition in general, here 
are several publications that should pro- 
vide tnany of the answers : 
Food and Your Weiirht (CI* 122H. $1.00. 
38 pp.) . Suggestions for controlling weight, 
plans for nutritious weight reduction diets.' 
It includes a table of calorie values for most 
common foods, a chart of proper body 
weights, and suggestions on computing 
your daily calorie requirements. 
Bxerdseand Weight Control (CI* 121H. 
60(1!. 8 pp.) . How to balance food intake and 
physical activity ; establish an exercise 
program. Includes chart showing calories 
used per hour for various activities. 
In Only Four Weeks (CI* 541H. Free. 6 
pp.). Cautions against ineffective or dan- 
gerous treatments and devices for laai«g 
weight or reshaping the body. 
Low Calorie Protein Diets (CI* 542H. Free. 
3 pp.) . Safety questions about low calorie 
protein products for weight loss ; explains 
Food and Drug Administration labeling 
requirements. 

An Introduction to Physical Fitness (CI* 

123H. $1.00. 26 pp.). "Get-in-shape" exer- 
cises for a fitness program. 



Perhaps the best overall source of infor- 
mation on conservation is the U.S. Depart- 
ment of the Interior. For addresses of the 
publications and audio-visual divisions in 
the various ofllces of all U.S. Government 
Agencies, check the U.S. Government 
Manual. If it's not available at your school 
or public library, it can be obtained for 
$7.50 by ordering S/N 022-003-00982-5 
from theOPO*. 

Tips for Energy Savers (CI* 612H, Free. 
46 pp.) Contains hints for conserving en- 
ergy in-household heating, cooling, lighting 
appliances, etc., tells how much insulation 
you need and lists annual electricity use for 
appliances. 

The Csnaumers Guide to Federal Publi- 
cations (fontairis many listings of publica- 
tions on conservation, energy and the en- 
vironment. (It also lists addresses of GPO 
Bookstores, as well as addresses you may 
use to request federal j^ublitations from 
other sources.) It's available free from the 
Superintendent of Documents, Washing- 
ton, DC 20402. 




The Confusing World of Health Foods (CI* 

548H, Free. 4 pp.) , Discusses the claims for 
health, organic apd natural foods; 
compares cost and nutritional value of 
health versus conventional foods. 
Fats in Food and Diet (CI* 124H. 70^ 10 
pp.) . Saturated and unsaturated fat con- 
tent of c<Mtimon foods ; effects of dietary 
fat on hefelth ; includes a cholesterol content 
chart. 
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FiM)d Addltlv^H (CI* 5451L Free. 8 pp.) . 
Why food proce88or» add chemicub to * 
products and how they Are reg^ulnted. Steps 
to take .to exe.rt control over what goea into 
your food ; dortnition« of the major cate- 
tforlea of additives ; an index of more than 
130 additives. 

Nutrition: Food at Work for You (CI* 

547H. Free. 24 pp.) . Sources.and functions 
of major nutrients ; how to estimate your 
daily food needs ; tips on buyinsrand stor- 
ing food. 

ProtelnSt CarbohydrateHt Fats, and Fibers 
(CI* 54911. Free. 9 pp.) . What they do. 
what they are, and food sources. 
FmKi for FitneHs: A Daily Food (^u.lde 

(CPO* S N 001^000-02882^1. 3B^ 2 pp.) . 
Foods are sorted into four groups imllk, 
vegetable-fruit, meat, and bread-(*real) with 
the nutritional value of each item given. 
A Primer on Dietary Minerals (CI* B48H. , 
Free. 4 pp.) . Describes minerals necessary 
foV good health, lists best food sources. 

Some Facts and Myitis about Vitamins 

(Cl* f>BOH. Free. 8 pp.). Examines popular ^ 
and controversial claims about vitamins. 

and making splints 

If helping people in emergency situations 
appeals to you, you might want to investi- 
gate nursing and the paramedic field as a 
career. Two government publications offer 
related information: 

Employment OutUmk for Health Occupa- ^ 
tions (GPO* S/N 029001 -023l>8-7. $1.50). 
Health Careers Guidebook (GPO* 02930- 
00343-2. $5.25. 221 pp.) . Overview of the 
health field, career planning, financial aid. 




health careers, calendar, individual career 
descriptions, where to get inf oVmation. 
Most of the book is comprised of individual 
career descriptions. Each includes infor- 
mation about job requirements and 
employment pr'ospects. This edition reflects 
major changes in the health.fleld — changes 
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in the scope of occupations. Each occu- 
pation is described in detail and informa- 
tion is given about where to get additional 
materials ho that you c^n make decisions 
early in life about career goals. 

There's also a aupet booklet provided 
free by the NatlonfffHealth Council, Inc., - 
P.O. Box 40, Radio City Station, New York, 
NY 10019. Entitled 200 Ways to Put Your 
Talent to Work in the Health Field, it pro- 
vides information on more than 20 medical 
career areas and lists additional sources of 
information. 

Kx^)!orinff (he stars ... 

A nifty little booklet; A Career In As- 
tronomyt can be obtained free of charge by 
writing to the American Astronomical 
Society's Education Officer: Dr. Henry L. 
Shipman, Physics Dept., Sharp Laboratory, 
University of Delaware, Newark. DE 19711. 




The GPO* also publishes many pamph- 
lets and books on the subject of astronomy. 
Here are a couple examples-t^ 
Quasars, Pulsars, iSlack Holes, and HEAO's 
(GPO*«/N 038-000-00542-3. $1.10. 20 
pp.) . Many new discoveries have led to 
revolutionary theories about energy, mat- 
ter and the origin of the universe. Quasars, 
pulsars and black holes are among these 
discoveries. This book contains explana- 
tions of what they are and how they were 
discovered. The book also describes High- 
Energy Astronomy Observatories 
(HEAOs) launched in 1977, which use 
X-ray telescopejj^to open a whole new 
World of stars to us! Color illustrations 
accompany the text. 
Our Prodigal Sun (GPO* S/N 033-000- 
00669-5. 35f 14 pp.) . Provides a brief in- 
troduction to the life and eventual death of 
the SMn» discusses the sun as the possible 
sburce of all future forms of energy, and 
talks about the problems in obtaining pure 
solar energy. 

36 



and ti|)8 about cnr8 

Here are several publicationa that will 
help you take better care of your own or 
the family oar: 

Automobile BatterieH: Their Selection and 
Care (OPO* S/N 022-000-00067-5. 65^. 
13 pp.). 
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Car Care^and Service. (Cl* 103H. 90f 16 
pp.) . How to recognize symptoms of com- 
mon automotive problems, tips on ^orlting 
with mechanics. 

The Backyard Mechanic— Vol. I (CI* lOlH. 
$1.25. 58 pp.) . Illustrated step-by-step In- 
3tructionaon how to inspect your car for 
repairs . change the oil , tune-up , lubricate , 
ami maintain the transmission, disc brakes, 
radiator, emission control devices, battery 
and automatic qhoke. 
The Backyard Mechanlc~Vol. II (CI* 
102H. $1.60. 72 pp.) . Continuation of Vol. I, 
discusses care of brake systems, carburet- 
or, ignition and air conditioning systems ; 
also explains auto electrical system. 
Battery Hazards. (CI* 502H. Free.). Tips 
on proper jump starting. %- - 

Gasoline: More Miles Per Gallon (CI* 
518H. Free. 9 pp.). How a car engine 
works ; gas selection ; maintenance tips ; 
ways to improve performance and lower 
costs. 

Common Sense in Buying a Used Car (CI* 
504H. Free. 19 pp.). Checkpoints for in- 
spection before you buy ; also discusses the 
odometer law and used car warranties. 
Consumer Problems with Auto Repair (CI* 
505H. FreQ. 8 pp.). What's being done to 
.prevent auto repair ripoflfs • ways to pro- 
tect yourself ; and what to do if your com- 
plaint is not resolved. 
How to Deal with Motor Vehicle Emergen- 
cies (CI* 506H. Free. 20 pp.). How to han- 
dle emergencies, such as overheating, brake 
or steering failure, blowouts and fires. 
Three Rules for Maximum Tire Life. 
(GPO* S/N 060-003-00119-8. 36^ 12 pp.) . 
Tips^on how to get full, safe mileage from 
your tires. 

•GPU 8u|>«iln(fiia«n( of l)(X«iii»nl., Hov.riim.iH I'lliitliif OfflM. Winhlnfton 
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>yinter Driving Tips. (CI* 508H. Free. 
12 pp.) . How to prepare your car for winter 
and how to react to hazardous driving 
conditions. 

First aid rules ... ' 

At one time or another, everyone is con- 
fronted by an emergency and the need to 
know first aid. 

An excellent book on the subject is 
Standard First Aid and Personal Safety. It 

costs $2.60 ahd can be obtained through 
your local chapter of the American Red 
Cross. 

Almost every medical association, such 
as the American Medical Association, 535 
North Dearborn Street, Chicago, IL 60610, 
as well as many pharmaceutical and insur- 
ance companies, provides free or inexpen- 
sive materials on first aid. For example, 
you can get a free First Aid Facts Chart 
by writing to the Consumer Service De- 
partment, Johnson & Johnson, New Bruns- 
wick, NJ 08903. 




The Department of Defense has pub- 
lished a book for use by the Armed Forces 
which is helpful for anyone. You can order 
the Standard First Aid Training Course 
from the GPO* (S/N 088-047-00260-2. 
$3.75. 167 pp.). 

And the Department of Interior's Mining 
Enforcement and Safety Administration 
has a bo(5k describing and illustrating basic 
first aid procedures for over 25 specific in- 
juries and conditions, titled First Aid 
(GPO* S/N 024-019-00017-0. $1.70. 
66 pp.). 

and power tools 

If you're handy with tools, or would like 
to be, there are some worthwhile publica- 
tions you can obtain through the GPO*. 

DC mot 
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Tools and Their Haen (GPO* S/N 008-047- 
00145-2. $1.95. 179 pp.) . Provides descrlp- 
tioiKs, Hfenertil uhcs, correct operation, and 
approved maintenance procedurew for hand 
and power tools ranging from auger bit* to 
wrenches. Prepared an a training manual 
for the Navy, it ia profusely illustrated and 
earjy to use. 





Power Hand Tools (GPO* S/N 022-003- 
00902-7. 4{V. 24 pp.) provides tips on the 
selection of power tools and accessories. It 
discusses features and parts to examine 
when you shop, and the advantages and 
disadvantages of various designs. Illus- 
trated, it also tells how to use power tools 
safely. 

Framing a door or laying a floor ? If 
you're doing-it-yourself , you'll find Carpen- 
ter (GPO* S/N 008'.Q20-00487-1. $5.00. 
196 pp.) a valuable source of information 
ojiconstruction techniques. Illustrated, it 
contains detailed instructions on working 
drawings and symbols, building layouts^ 
and foundations, frame and form construc- 
tion, and roof systems and coverings. 

Gardening bits , . . 

If you're interested in planting a vege- 
table garden to help Jl>eat the high cost of 
food, or anxious to pick up some extra 
money by caring for lawns, or just plain 
turned on% the fun of seeing things grow, 
there's a bumper crop of gardening guides 
available4;o you through the GPO*. 
Landscape for Living (GPO* S/N 001-000- 
02441-8. $6.85. 378 pp.) . This cloth bound 
Yearbook of Agriculture contains more 
than 60 articles, all discussing different 
ways ^0 use plants to improve your en- 
vironment. Chapters deal with gardening, 
landscaping, attractive birds, brightening 
neighborhoods, rent-a-garden projects and 
many other topics. 
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Growing Vegetables in the Home Garden 

(GPO* S/N 001-000 02604-6. $1.75. 
49 pp.). A step-by>step guide for selecting 
a Hite, preparing soil, choosing garden 
tools, planting and caring for the back- 
yard jgarden. Specific instructions for grow- 
ing more than 50 different vegetables are 
included. 

Growing Ground Covers (GPO* S/N 001- 

000- 00833-1. 35^ 16 pp.) . Contains descftp- 
tions of 38 different ground covers; along 
with care and propagation pointers. 
Summer Flowering Bulbs (GPO* S/N 

001- 000-03833-8. 90^ 16 pp.) . Lists various 
popular summer fiowering bulbs, along 
with directions for selecting, planting 

and care. 

And from CI*, you may wish to order some 
of the following ; 

Fruits and Nuts. (CI* 563H. Free. 45 pp.) . 
Illustrated guide to selecting, planting, 
and maintaining fruit trees, nut trees and 
berry plants. 




Growing Your Own Vegetables. (CI* 565H. 
Free. 144 pp.) . Everything you need to 
know about planning, planting and caring 
for more than 40 different kind3 of vege- 
tables. 

Herbs (CI* 666H. Free, 7 pp.) . Growing, 
drying and freezing 17 varieties of herbs ; 
basic recipes. 

Year-Round Gardening with a Greenhouse. 
(CI* 569H. Free, 88 pp,) . Where to get 
building plans ; how to heat, ventilate and * 
shade ; how to grow various flowers and 
tomatoes. 

Organic Gardening— Think Mulch, (GI* 

568H. Free). Growingxrops without chemi- 
cal fertilizers or pesticides ; using organic 
mulches and fertilizers ; starting a compost 
heap. 

and survival kits 

If you're a camper, backpacker or moun- 
tain climber, or if you spend a lot of time 
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"roughing it" outdoors, the following pub- 
licationa will teacH you how to survive if 
you're loat or titranded. 
Survival (GPO* S/N 008-070-00020-2. 
$2.60. 159 pp.) This survival manual 
written for Air Force personnel explains 
how to make shelters, where to look for 
water, how to signal for help, what flora 
and fauna you can eat to stay alivQ and 
hi)w to obtain th^m, first aid procedures, 
how to make a raft. 



National Register of Historic Places. 1976 
(GPO* S/N 024-005-00646-1. $18. 961 pp.) 




Survival: trainina; Edition (GPO* S/N 
008-070-00019-9. $6. 408 pp.) is the train- 
ing manual for the bflflkabove. Larger in 
size and more detail^Ti^^wi tains more of 
the reasoning behind the actions required 
for survival. 

Outdoor Safety Tips (GPO* S/N 001-000- 
03427-8. 35^ 13 pp.). And CI* offers a valu- 
able pocket guide for First Aid (CI* 130H. 
$1.70. 66 pp.) . Tells how to treat emer- 
gencies such as impaired breathing, bleed- 
ing, shock, heart attacks, burns, exposure, 
poisoning and how to move the injured. 

Historical sites . . . 

Here is your chance to rediscover Amer- 
ica. More than 4,600 cities, towns and 
villages have restored many historical 
buildings and sites and attracted national 
interest in.theirarea. 
Colonials and Patriots: Historic Places 
Commemorating Our Forebears, 1700-1783 
(GPO* S/N, 024-006-00007-1. $5.56. 
286 pp., 6 maps.). 

Guide to U.S. Army Museums and Historic 
Sites (GPO* S/N 008-020-00661-4. $3.00. 
116 pp.) This directory lists 64 U.S. Army 
Museums. 

National^Parksof the United States: Guide 
and Map (GPO* S/N 024-005-00696-6. 70^ 
30 pp.) Folder features a map of the U.S. 
locating all national parks, and a chart 
listing services, facilities, activities and 
up-to-date information on each park. 




Historic places in U.S. are organized by 
State, with selected photographs accom- 
panying each section. Significant features 
of each historic place are described, along 
with a brief background history. This book 
is expensive and might best be on your 
school library shelf, accessible to everyone. 

Vnd glider flights 

Gliding is a thrilling sport that has really 
soared in popularity in the past few years. 
A variety, hang gliding, is one of the 
fastest growing sports in America. 

If you write to The Soaring Society of 
America, Inc., Box 66071, Los Angeles, CA 
90066, you can obtain information listing 
soaring schools, clubs and official SSA 




representatives near you who can assist 
you in getting started in the sport. Included 
in the materials is a bridf explanation of 
hang gliding and a list of introductory 
publications on a wide variety of gliding 
subjects. 



* GPO 8u|>«iint«ndtnt of Uocunwntu, Qovirnmtht Printinf Offle*. W»»hlntton. DC 20408 
I- r» I * Cnn»um«r Infovm*tinn C«nt«i , Putblo, CO 81008 



39 



37 



One kit from the SSA i» free, ah« it 
ojTera a ciirWtory of U.S. Soaring Sites and 
Organizations, a brochure, How You Can 
Bifcome a dliUer Pilot, and other Ilif or* 
. nmtion on t4ie SSA. Another kit, whiqh 
costs $2., contains information additional 
to that inchuled in the free kit. Enclose a 
check or money order if you request the 
latter. 

^ Indoor phints . . . 

Indoor plants are **in." Your friends will 
be green with envy when they see your 
* do-it-^yourself terrarium and your hish 
planters. The following publications will 
show you how to grow both. 




Selecting and Growing House Plants (CI* 
129H. 76^ 3.2 pp.) . Illustrated guide for 
over 60 varieties of foliage, succulent and 
flowering plants. Instructions on potting, 
water^, fertilizing and propagating; 
glossan^ of terms. 

Indoor Gardening : Terrariums, Hanging 
liaskets, and Plant Selection (GPO* S/N 
001-000-03758-7. $1.70. 47 pp.) . 
Green Scene (GPO* S/N 024^006-00536-6. 
$1.20v 62 pp.) . This National Park Service 
booklet describes the care and maintenance 
of common household and office plants, 
_jncl.udin^ the gardenia, African violet and 
rubber tree. 

And here's a publication that should be 
of particular interest to anyone with a 
•'green thumb." Building Hobby Green- 
houses (CI* 127H. $1.00. 20 pp.) contains 
information on selecting, locating, con- 
structing, lighting, heating^nd ventilating 
various types of greenhouses. 

and student grants 

Millions of dollars are available.to stu- 
dents seeking financial aid to continue their 
education. The College Blue Book, available 
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at your school or public library, liste hun- 
dreds of grants and i^cholarships made 
available through individuals, foundations, 
corporations^ states and universities. It also 
describes the qualifications and procedures 
to be followed, including addresses for 
information. 

The HEW Fact Sheet provides informa- 
tion on major programs of the U.S.- Gov- ' 
ernment for financial aid to students. It is 
/ available free of charge by writing to the 
Office of Education, Program Development 
Branch, Division of Student Support and 
rSpecial Programs, 400 Maryland Avenue 
SW, Washington, DC 20202. ' 

Need a Lift?, published by the American 
Legion Education and Scholarship^ Pro- 
gram, contains information on scholar- 
ships\, fellowships, loans and part-time 
jobs available to students seeking financial 
assistance. It costs $1.00 (prepaid) and is 
a real bargain. It may be purchased 
through local American Legion Posts or 
Auxiliary Units, State HQ, or froln The 
American Legion, NEfiD A LIFT?, P.O. 
Box 1055, Indianapolis, IN 46206. 

If you have a way with words and you're 
considering a career in journalism, write 
for a free copy of the Journalism Scholar- 
ship Guide and Directory of College Jour- 
nalism Programs, available ftom The 
Newspaper Fund, Inc., F.O. Box 300, 
Princeton, NJ 08540. 

One final note: if you're a student com- 
poser. Broadcast Music, Inc. (BMI) 




answers questions about copyright pro- 
tection, its Musical Theatei' Workshops in 
Los Angeles and New York City, BMI 
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Awar<i« to Student eompoaers of concert 
music, and how to become eligible to afflll> 
ate with JBMI as a song writer. Request the 
Handbook for BMI Writ«ni and Publliihera 
and enclose a self -addressed stamped 
envelope, to Broadcast MusK Inc., 320 
West 57th Street, }Jew York, NY 10019, 
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Jobs for teens 

When and where do you start to look 
for a job ? Where are the good places to 
check and how do you go about selling your 
tiilenta ? What kind of jobs are available ? 
These and other questions are discussed in 
the following brochures you can order 
from CI* 




The Job Outlook in Brief (CI* 114H, $1,40, 
35 pp.) . Employment trends and prospects 
through 1985 for more than 250 different 
occupations. 

Merchandising Your Job Talents (CI* 
116H, $1,20. 24 pp,). Information on pre- 
paring a resume, writing a letter of appli- 
cation and interviewing. 
Occupations in Demand (CI* 536H, Free, 
8 pp.). Revised monthly. Lists the number 
of job openings for over 100 occupations 
and the cities or localities in which they 
are available. 

Matching Personal and Job Characteristics 
(CI* 116H, 90^ 16 pp,). How to choose the 
right career ; includes easy-to-use chart ^or 
comparing your academic background and 
personality traits with job characteristics 
of, and requirements for, 281 different 
occupations. 

Student Guide— Six Federal Financial Aid 
Programs (CI* 537H, Free, 19 pp,), De- 
scribes six grant and loan programs for 
college, vocational and technical school 
students ; who is eligible and how to apply. 
Tomorrow's Jobs (CI* 118H. 50^, 19 pp,). 
Relationship between job prospects and 
education ; discusses sources of assistance 

*GHO Sup»rlnt«n-<l«nt of Documtnli, Oov«rnm«nt |>rlntln» Office, Wiihlnfton 
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including public and private employment 

«ncie8, college placement omces "and help 
»ted ads, 

- For some excallont guidance on how to 
write a good job application letter, read 
Joyce Lajn ^Ceiwpdy's article on page 22. 

and music machinog 

Most manufacturers of musical inatru- 
monta and many organizations devoted to 
music (chock the Best Tellers List on page 
50 for the appropriate reference books) 
will send you information for the asking * 
or for a nominal charge. 

For example, even if you can't play first 
base, you probably can learn to play the 
harmonica— an instrument that's been 
around for more than ^,000 years. It's 
portable, and wonderful accompaniment 
for campftre songs. All you have to do is 
learn which hole to blow into. Send li self- 
addressed stamped, letter-siTie envelope 
and ask for a free copy of How to Play the 
Marine Band Type Hohner Harmonica, 
from M. Hohner, Inc., Department S, An- 
dress R^ad, Hicksville, NY 11802, 

Available from the same address is a 
bookie^ detailing official requireinents for 
earning a scoutingmuaic meri^%adge. 
. Also available at no cost from the Ameri- 
can Music qunference, 1000 Skokie Boule- 
vard, Wilmette, IL 60091, 'areJ»ubllcatlon 
List, and Instrumental Odyssey and Music 
Revolution (send a self-addressed stamped 
envelope). 





The GPO* has Information available too, 
in Exploring Mustc Careers, A Student 
Guide Book (GPO* S/N 017-080-01689-7 
$1.30. 67 pp.). 

Another GPO publication, Performing 
Arts and Entertainment Related Opera- 
tions, (S/N 029-001-02100-8, 50^, 18 pp.) 
gived the employment outlook for models, 
performing artists, actors and actresses, 
dancers, musicians, singers, occupations in* 
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radio and TV broadcasting. 




If you're a budding lyricist or composer 
and would like Tree information on how to 
secure a copyright for your work, write to 
the Copyright Office, Library of Congress, 
1921 Jefferson Pavis Highway, Arlington, 
V A 20559. 

Finally, if you're mad about music 
machines, the Smithsonian Institution has . 
pubUrftied a delightful book. The subject is 
the development of music machihea in 
America, from a 19th century^Hicks barrel 
organ to the latest electronic instrument. 
It uses a multitude of photographs, draw- 
ings, old magazine advertisements, and 
other bits of memorabilia to bring to life 
the first selective coin-operated phono- 
graph, the Regina Disc Changer^ the 
Edison Gem Phonograph, th'e Victrola 
and the jukeboxes, besides the famous 
people who made the music that went into 
th9 machines. Called Music Machines — 
American Style, it costs $3.85, has 140 pp., 
and is available by requesting S/N 047- 
000-00182-0 from the GPO*. ^ 

Kite flijf hts . . . 

Go fly a kite and participate in a fasci- 
nating^ pastime that dates back to the 
beginnings of human culture. According 
to most experts, kite flying originated in 
the Orient. In ancieat China, kites y^>^ 
used for a-variety of t)urposes, from de- 
moralizing a barbarian army to celebrating 
an eldest son*s seventh birthday by flying* 
away his bad luck on a kite. And through- 
^ out the ages^ kites have been used iA 
religious ceremonies, for distributing 
propaganda, to carry messages and in 
scientific e^iperiments. 

Today, kites are flown mostly for the fun 
of it. In Japan at certain times of the year; 
kite flying becomes a national craze. The 
air is filled with kites of all sizes and de- 
scriptions, ranging from some as smaU as 



coins to one that is 1,500 squarfi feet and 
requires 120 people to fly. And the popu- 
larity of kite flying has spread to the 
United States, with a National Kite Week 




If you'dJike some general information 
about NatWnal Kite Week, write to the 
President, International Kitefliers Asso- 
ciation, 321 East 48th Street, NeW York, 
NY 10017. 



and women's rights 

• Existing laws oflfer women protection 
against discrimination and proposed legis- 
lation, such as the Equal Rights Amend- 
ment , may add more. But legal measures 
cannot automatically guarantee equal pro- 
tection ^in education, employment and other 
activities. Thi^can only come about when 
women know their fights fully. 

Information on >vomen's rights is avail- 
able from a numb,er of government agen- 
cies and private organizations. 
Student Guide to title IX (<5P0* S/N ' > 
017-080^01710-5. $2i00, 45 pp.) briefly 
explains students' rights under Title IX; 
» vthe 1972 law that prohibits schools from 
discriminating on the basis of sex. It is 
written for students of high school age 
and younger. 




You can obtain several pamphlets on 
* women's rights by writing direptly to the 
U.S^ Pepartment of I^abor, Women's 



^2 



Bur«au, 26otU)natitutl()n Avenue' NW, 
VVuahington, DC 20210. For instance. A 
Working Woman'8 Guidt to Her Job RlirhtN 
outlinoa tKe Kquul Pay Act and how it 
atVeota millions of workinj? women. Others ' 
available upon request are: Twenty Facts 
on Women Workers; Economic Responsi- 
bilities of the Working Woman; Women 
Worker^i TtMlay; Brief Hixhlightsof Major 
Federal Laws and Order on Sex Discrimi- 
nation in Employment ; and Three Charts. 

Legendary Ki cjits . . . 

-There's a Hall of Fame or museum dedi- 
cated to famous men and women from 
almost every field of endeavor, (.^specially 
sports. Most are helpful in providintr infor- 
mation about their organization and some 
provide detailed information about the' 
members enshrined. Below are some of 
them, in case you vi.sit the cities and ^yant 
to browse through the trophies and the 
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memorabilia. Others can be found in the 
Encyclopedia of Associations (see the Best 
Tellers List on page 56),. International 
Tennis Hall of Fame and Tennis Museum, 
Newport Casino, 194 Bellevue Avenue, 
Newport, RI 02840, International Swim- 
minR Hall of Fame, Inc., 1 Hall of Fame 
Drive, Fort Lauderdale, FL 33316 (offers 
free literature, brochures, booklist of 
aquatic books, sent on request). Basketball 
Hall of Fame, Box 175U, Highland Station, 
Springfield, MA 01109. Send a self-ad- 
dressed stamped envelope and request the 
free booklet "Basketball Was Born Here." 
The United States Figure Skating Associa- 
tlon. Attention : Mr. Ian A. Anderson, Pub- 
lications Director, 20 First Street, Colora- 
do Springs, CO 80906. Football Hall of 
Fame, 2121 Harrison Avenue NW, Canton, 
OH 44708. Baseball Hall of Fame, Coopers- 
town, NY 13326. National Bowlii^ Hall of 
Fame and Museum, 6801 South 76th Street, " 
Glendale, WI 63129. Americaii Softball 
Association Hall of Fame, 28Qt N E 60th 

♦ GPOSu|Mtiiittnd«nt of Docunwntt. Govtrnmtht Prlntinjr omo^. \Va«hintton. 

* 01 ContunMr Information Ctnttr, Putblo, CO 81009 i 



St roet. P.O. Box 1 1437, Oklahoma City. . 
OK 73111, Hockey Hall of Fame, Exhibition 
Pa< k, Toronto. Ontm io, Canada M()K 3C8. 

and giiiealojirical dates \ 

How to go about tracing one's an- 
cestry has become a popular, engrossing 
project for many families ever since' 
"Roots" appeared in print and on the tele- 
vision screen. 




I 

j 




I'he follo>ying. booklets may provide just 
the encouragement to get you started. All 
can be ordered from CI*, ami some are free. 
Family Folklore (CI* 116H. 75^ 7 pp.) . 
How to record family stories and traditions 
to supplement your genealogy. 
Genealogical Records in the National 
. Archives (CI* 630H. Free. 21 pp.). What 
records are available, h ow and where to 
get them. 

Genealogical Sources Outside the National 
Archives (CI* 631H. Free. 8 pp.) . De- 
scribes libraries, societies and books help- 
ful in tracing the history of a family. , 
WKere to Write for U.S;Birth and Death 
" Records (CI* 171H.70^, 12 pp.). Addresses 
for i^tate and territorial offices ; how far 
back the records go ; and what copies cost. 

Metric information ... 

The need for a singFe worldwide coordi- " 
nated system for measurements was rec- 
ognised over 300 years ago when Gabriel ' 
Mouton, vicar of St, Paul in Lyons, France, 
proposed a c6mprehensive decimal meas- 
urement system, ^nce then, nearly every 
country in the world, with the notable 
exception of the United States, has con- 
verted to metric measurement. > 

In anticipation of an official adoption and 
convention to the metric system in the 
United States, a vast amount of informa- 
tion is available on the subject. One of the 
best tools available is the NBS (National 
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Bureau of Siandardii^ Metric Kit (GPO* 
S/N 003-003-01786-1. $2.00) It contaiofl a 
wullet-sized conversion card, IS^centlmeter 
(6 inch) riilcr, What about Metric?, . 



origins and how It became the symbol of 
our riation. Full-color reproductions of 
state flags and early (lags of the United 
States nrd also inc)uded. There are sections 
on ilag laws a;id regulations, and how to 
dispUy the flag properly. 




Chartvof the Modernized Metric System, 

etc. These itom^ can be ordered aeparajtely : 

Modernized Metric System Wall Chart 

(GPO* S/N 003-003-01072-8,6J5^) This 
colorful 29 ' by 46" chart illustrates the 
seven basic units of the ntietric system and 
includes common conversion tables. 
Metric Conversion Card (GPO* §/N 033- 
003-01068-5X50^) This plastic wallet-sized 
card enables you to convert to and from 
the metric system for length, area, mass 
(weight) , volume and temperature^ 
For Good Measure. (GPO* S/N 00*008- 
01080, 60^) . This plastic 6 inch ruler com- 
pares metric and customary uriits. 
What about Metric? (GPO* S/N 003-008- 
01688-8. 35<. 14 pp.) . This booklet de^ 
scribes why and where the metric system 
is used ; contains a guide for estimating 
the most common household measure- 
ments, discusses everyday units of meas- 
urement, provides a visual comparison of 
metric and customary units of measure- 
ment; and emphasizes simple conversion 
calculations. 

Brief |Iistory of Measurement Systems 
(GPO* S/N 003-003-01713^2. 50^ 4 pp.). 
Includes a chart of the modernized metric 
system. ' "~ 

and flaRs of our nation 

Most state historical societies (usually 
listed in the telephone directory) are ex- 
cellent sources for detailed information 
about local and state flags and banners. 

A particularly worthwhile booklet is Our 
Flag. It costs 80^ and can be obtained from 
the GPO* by ordering S/N 062-071- 
00476-9. Reprinted recently by order of 
Congress, it features the story of our flag's 



National Park spots . . • 

Some of the most beautiful, breath- 
taking spots and wonderful recreational 
facilities in the world ar^ located in our 
National Park System. 

Before you rush off to one of these mag- 
niflcent sites, check what activities and 
facilities it offfers. You certainly don't want 
to get where you are going only to dis-' 
cover that if doesn't offer what you ex- 
pected. 

For general information, write for the 
Index of National Park System and AfflH* 
ated Areas (GPO* S/N 024-005-00689-8. 
$2.30. 80 pp.). It outlines the character- 
istics and data on every natural, historical, 
recreational, cultural and National Capital 
Park Area administered by the National 
Park Service. . 




For a handy, color-coded chart and a map 
that provides a thumbnail guide to the 
activities and facilities of nearly 800 park- 
lands, write to the GPO* and order 
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Ntttlonni l*«rkMor the United Statm: 
<;ul<leand Map {CVO* S/N 024-005- 
00(>96-6. 70^ ) . 

For information about pamphltits avail- 
ablo on Mpocino parks or landrnarka, write 
for a copy of the Subject lllbiloirraphy on 
National Park Service Folders, J5B-170. and 
for Subject Hlblioicraphy, SB-016, the 
II ii^torlcal Handbook Series. Both lists are 
free. The publications which they list vary 
in cost, aome as low a3.35^, others as hitrh 
aa ^12 or $3. 

The National Park Folders Hibliography 
lists more than 10 subjects, ranjfinir from 
the Appalachian National Scenic Trail to 
Yellowstorie National Park. The Historical 
Handbook Series offers some 40 sites, 
shrines and monuments, such as the Aztec 
Ruins National Monument in New Mexico, 
and the Statue of Liberty National Monu-' 
ment in New York. 
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And the followinfir publication deals with 
specific activities in parklands and forests: 
Back-Country Travel in the National Park 
System (GPO* S/N 024-005-00267-7. 80^ 
40 pp.) . Manual for escaping the machine 
aire into the "back-country" wilderness of 
our national parks. Includes a guide to 
back-country areas, and safety and travel 
preparation hints. 

and caring for tots 
^ If you're a teenrfger about to become 
one of more than one million babysitters 
in the United States, or if you're a veteran 
babysitter who^ would like to fmiy;oye your 
skill, The Pocket Guide to BajbysittinK is 
for you. (GPO* S/N 017-091-00197-9. 
11.20. 48 pp.^. It holds all the information ' 
you'll need to beconje the "number^one" 
babysitter. I^ includes important tips on 

aup*rinl<Mi<i»n( uf l>Ofum»nt..'(i..v.riiinrnl I'rln^f omo., Wi>hln(ton 
• CI Con«um«r l^l^niatlon C»nt»i-, I'ufblo. CO IKHIB \ 



getting along with parents, insuring the 
safety of children, feeding, changing 
clothes, and important phone numbers to 
remember, arui Hrst «id in case of jiccidents. 
It also deacribes a variety of games and 
activities for children of all ages. 




Carry this guide with you on your baby- 
sittingjobs. You will feel more confident. 
Parents will be impressed by your effi- 
ciency. You may even pick up their recom- 
mendations for a few more jobs. 

Olympic events .. . 




"Swifter, highef , stronger" is the motto' 
of the Olympic Gaiij^esr.-and every four 
years super-athletes smash seemingly 
unbeatable records. You will find the win- ' 
ners of all modern Olympic events, since 
they were resumed in 1896, in The World 
Almanac and Book of Facts (see the Best 
'^lei^ List on page 56) . Yoii can also write 
for super 16-page booklet that answers 
hundreds of questions about the Olympics 
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by aendinff a self -addreased stamped 
envelope to the II.S, Olympic Committee, 
1750 East Boulder Street, Colorado 
SprluRs, CO 80909. The booklet, titled 
The Olynipic Ciamea, is free. 

and old documents 

Some of our most precious, meaningful 
documents, such as the Declaration of 
Independence, the Constitution, and the 
Bill of Rights — all facsimile copies — can 
be obtained for decorating your room. For 
a Subject Bibliography that tells you of 



Home Jaui^nai Moat have a Consumer 
Service office to help you. 




these and many other color lithographs 
and pictorial charts, write^to the GPO* and 
request t^e Subject Mp>llography (SB-144) 
titled The Aknerlcan Revolution. For ex- 
ample, it tells you how you may order a set 
of 10 posters depicting S6ldlera of the 
Revolution for 15.56 or a portfolio of color 
lithographs depicting Our Navy In Action 
for just $4.00, 

Pies to bake . . • 

If you'd like to try your hand at baking 
pies, there's a vast range of free informa- 
tion and recipes available from commercial 
producers and growers of pie ingredients. 
Naturally, the information they send 
recommends the ingredients they produce. 
Nevertheless^ most of the information is 
Worthwhile and you have the option of 
using ^r not using the sender's ingre^lients. 

WitlHhisjB min^, check the Encyclo- 
pedia of Associations (see the Best Tellers 
List on page 66) for fruit growers (apple, 
cherry, peach, etc.) and sugar, flour and 
other pie ingredient producers. Most of 
them will either send you information or 
will direct you to one or more of theiil^ mem- 
bers who distribute the information you 
want* 

You might also try writing to magazines, 
such aa Family Circle, Southern Living ^ 
Good Housekeeping, McCalls Bnd Ladiee 




Other sources Qf free information are 
the large food companies such as General 
Foods and General Mills. You can obtain a 
Free Literature List, and a copy of The 
Ultimate Fresh Fruit Pie if you write to 
Best Foods, a Unit of CPC North America, 
Dept. LL-AAL, Box 307, Coventry, CT 
06238. 

Finally, the Department of Agriculture 
publishes a number of pamphlets on 
baking. One of these, Breads, Cakes and 
Pies In Family Meals, can be ordered from 
the GPO* (Order S/N 001-^000-03915-6, 
$1.50), 

and toys to make 




Toys and other craft materials needn^t 
be expensive to be fun. Kids often get a 
bigger kick out of cornhusk doUs^ apple 
dolls^ and marshmallow figurines than 
costly gifts bought in the store« Besides, 
you'll have the satisfaction of making 
them yourself and saving money too. 
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For example, a ^ree brochure, Crafts 
and More Crafts can be had for the asking 
from Johnaim Wax's Consumer Service 
Center. 1626 Howe Street, Racine, WI 
68408. The consumer education director at 
that office sugRests you request this and 
other booklets by post card. 

Queens and kings 

Rescuing queens, protecting kings, 
jousting with knights, battling bishops, 
defending castles and pushing pawns are 
all part of the ancient and honorable game 
of cFTess. If you're interested in learning 
how to play chess, finding out where you 
can join a Chess Club, entering a tourna- 
ment or developing a better game, there 
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are many sources to write for information. 

Every state has a chess association that 
provides information on a variety of chess 
subjects and events. If you can't find such 
a group listed in the telephone directory, 
write to the U.S. Chess Federation, 479 
Broadway, Newburgli, NY 12660. 

They have two free booklets which they 
will seiKi you if you enclose a stamped self- 
addressed, legal-size envelope with your 
request. 

One is titled Let's Play Chess, which is 
the USCF's official summary of the rules 
of chess, with a few tips on how to play 
winning cl\ess. Another booklet, 100 Short- 
cuts to Chess Victory, again requiring a 
stamped self-addressed legal -size envelope, 
shows how to win chess games in the very 
early stages, compiled by World Blindfold 
Champion George Koltanowski. Lots of 
games can be won in fewer than 20 moves. 

If you send 60^ for handltng costs, the 
same organization will send y^ou a copy(^f 
Chew Life, the official magazine of the 

• QPO 8up»rlnl«n«ltnt ot ()ocumiinl». Gov«rniMnt I'rintlni Office. Wa>hln|ton, 
*CI Coniumar Infamatlon CtnUr, PutUo, CO SlOOt 



U.S. Chess Federation. It contains chess 
news, games from recent events, tips on 
how to play better, and pictures and stories 
about all aspects of the game. 

and sporting things 

There are literally thousands of sources 
to write for information about sports. The 
complete list would ftll several large 
volumes. Here are a few general pointers. 

Sports publications are super sources. 
Some, such as Boating, artf devoted to just 
one sport. Others, such as Sports Illus- 
trated, cover a variety, of sports. For a 
comprehensive list of sports magazines, 
ask your librarian for the appropriate 
volume of Standard Rate and Data. It con- 
tains the names and addresses of maga- 
zines ranging from Archery to Yachting. 

Editors, especially those dealing with a 
single sport, will generally provide you 
with an answer to your question, or at least 
point you in the right direction. It's to their 
advantage to do so, since it helps to build 
thte circulation of their magazine. However, 
one bit of advice : When writing to editors, 
don't waste their time with questions that 
you could answer by a trip to the library. 
Also, you'll increase your chance of a reply 
by enclosing a stamped self -addressed 
envelope. 

Most professional teams and many 
amateur ones encourage inquiries about 
the team or the individual athletes. In- 
quiries help to develop loyal fans and fans 
mean attendance. 




If you can't locate the address of a par- 
ticular team, write to the sports editor of 
your local daily newspaper, or to the 
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appropriate sports vroup Hated in the 
Encyclopedia of AHuociationa (see the Best 
Tellers List on jiage 66) . Most of these 
trroups will also provide general infhrma^ 
tlon about their particular sport. 




Sports information, especially on rules 
and playing tips, is also available from 
most manufacturers of sporting equip- 
ment, or from the sports association to 
which they belong. Obviously, the manu- 
facturers hope that^\ouMl use their equip- 
ment as a result of the materials they've 
diatribi^ted. The materials are generally 
informative and usually free or moderately 
priced. For a list of sports equipment 
manufacturers and their related associa- 
tions, check the Elncyclopedia of Asso- 
ciations. 




Raisinif pets . . . 

There's enough information to fill NoHh^s 
Ark — and then some. And the sources are 
as varied as the pets. 

Several hundred organizations con- 
cerned with the care and raising of pets, 
froni alligators to zebra flshi are listed 
in the Encyclopedia of Associations (see 



the Best Tellers List on page 66) , Some 
are devoted to a particular pet, such as the 
American Kennel Club* and some deal with 
a particular breed. There are over 100 
dog breed clubs from Afghan to Yorkshire. 

The U.S. Uepartment of Agriculture has 
~a number of publications on pets, every- 
thing from raising small farm animals to 
beekeeping". Some are free, others inekpen- 
aively priced. 

One such booklet, titled Selection and 
Care of Common Household Pets, can 
be ordered from the GPO* (S/N 001-000- 
00665 7. 85^24 pp.). 




Most producers of pet foods and supplies 
offer materials on the care and raising of 
pets. A few, such as the Gaines Dog Re- 
search Center, P.O. Box 1007, Kankakee, 
IL 60901 ; the Pet Food Institute, 111 East 
Wacker Drive, Chicago, IL 60601 ; Checker- 
board Square, St. Louis, MO 6S188, pro- ' 
vide a wide variety of kits and publications. 

You can inquire what materials are 
available from these sources by writing to 
the Consumer Information Department at 
the appropriate address. For names and 
addresses of other commercial organiza- 
tions in the pet food and supply fleld, check 
the Best Tellers List on page 66 for the 
appropriate reference source. 

And here's something for someone who 
wants a dog or cat but can't afford high 
priced pedigreed animals. The American 
Society for the Prevention of Cruelty to 
Animals ( A S P C A ), as well as several 
other agencies offering pets for adoption, 
sometimes provide pups and fully grown 
dogs or kittens and cats for the asking, as 
long as they're convinced that the animal 
will have a good home. For details, write 
to the A S P C A , 441 East 92nd Street, 
New York, N Y 10028. For names and 
addresses of related agencies, check the 
Encyclopedia of Associations. 
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You can get a f re« booklet, Keeping Your 
Pet Healthy from CI* (688H. Free, 4 pp.) 
which covers feedinir, grooming ami first 
aid ; preventions, sxmptoma and treat- 
ment of fleas, ticks and worms ; tips for 
getting the most out of a visit to the vet- 
erinarian. 

and ftshihg nets 

JVhether you're a beginner or a modern 
dilTIsaac Walton, you'll net a healthy 
catch of Ashing information from the fol- 
lowing sourl;es : 

The VS. Fiah antf Wildlife Service and 
the National Hark Service offer several 
. publications and audio-visual materials on 
'ftsh and fishing. For information, contact 
the Public Affairs OflSce of both at the 
' U,S. Department of the Interior, Wash- 
ington, DC 20240, 

The Sports Fishing Institute, 608 Thir- 
teenth Street NW. Washington, DC 20006 ; 
the International Game Fish Association, 
. 3000 Los Olas Boulevard, Fort Lauderdale, 
FL 33316 ; and the American Casting 
A88oclation,T.O, Box 61, Nashville, TN 
37202, are among the many fishing groups 
listed in the Encyclopedia of Associations 
(see the Best Tellers List on page 66) . 

Every state has a wildlife agency which 
provides information on fishing, including # 
license requirements. You can obtain a 
complete list of these addresses by request- 
ing the Stat« Wildlife Agenciek Llst^f rom 
the Office of Conservation Education, ^ 
Bureau of Sports Fisheries and Wildlife, 
Department of Interior, Washington, DC 
20240, 




subject: Sport Fishing USA (GPO* S/N 
'^24-010-00286-2. $10,00, 464 pp,). Each of 
the 41 Wtions in this beautiful book i§ 
written by an expert on the subject. You 
will discover what each sport fish looks like, 
what it eats, where it lives, spawns and 




migrates. You will find tips on how to 
catch the fish you know are there, even 
whep other anglers are catching nothing. 
The uses, pros and cons of various sorts of 
equipment are discussed, as well as how to 
cook a fish once you've caught it, the his^ 
tory of fishing, the work of fisheries and 
the programs for saving the millions of 
fish that die from poiUiti^aJHie illustra- 
tions, half in color, help to malw this an 
exciting, exceptional book. 

Sewiny skills ... 





If yott'M really a lover of fishing, here's 
one of the best books available on the 
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A stitch-in-time means fewer clothing 
repairs and replacements. If you don't 
know how to sew, or would like to pick up 
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luUUtioAai skilKs, the foUowinir pamphleta 
are uvailuble: 

TatUrn Alteration, (iuide for Leaders in 
( lothinir Pro«ram» (GPO* S/ N 001-000- 
00984 2.76<.38 pp.)- 
SlmplifledClothinK Construction (CPO« 
S/N 001-000-00847-1. 70<, 32 pp.). 

And iPyoirre In the market for a sewing 
machine, theTollowinK publlcationH offer 
valuable pointers: 

Buyijiff a New ScwlnR Machine (GPO* 
S/N 001-000.02859-6, 35<. 11 pp.). 
Used SewinK Machines, A Good Buy (GPO* 
S/N 001-000 02894-4. 85f . 7 pp.). 

»ihI counterfeit bills > 




What is the difference between the 
borders of genuine and counterfeit bills? 
What and where are the important fea- s 
tures to examine on paper currency ? What 
ia the **acid test** that separates gemiine 
coins from counterfeit ones ? 

The answers to these and other questions 
about money are contained in Know Your 
Money, a 19-page illustrated booklet pre- 
pared by the United States Secret Service 
(C.PO* S N 048-006-00008-6. $1.00. 
19 pp.). 

Technicians galore . . . 

Did you know th^t technicians with just 
two years of specialized training can earn 
double the salary of the average high 
school graduate ? And did you know that 
the demand for people with technical skills 
is growing twice as fast as the demand for 
any other group? 

If youVe interested in learning about 
technical careers requiring less thfcn four 
years of college, write to the Office of 
Education* U.S. Department of Healtli» 
Education and Welfare, Washington, DC 
20202, for a free copy of 25 Technical 
Careers You Can Learn In 2 Years or Less. 

If yoiCd like to find oiit about schools 
offering training for technical careers, 



request detailed information from tfiie 
following: 

National Association of Trade and Tech- 
nical Schools, 2021 L Street NW, Wash- 
ington, DC 20086. 




Accrediting Commission fo^Buslness 
Schools, United Business Schools Associa- 
tion, 1780 M Street NW, Washington, DC 
20086. 

National Home Study Council, 1601 18th 
Street NW, Washington, DC 20009. 



and Civil War lore 




Stand on the spot that marked the open- 
ing engagement between the Blue and the 
Gray and relive the First Battle of Ma- 
nassas (Bull Run)* 

Manassas, Antietam, Chicamai^a, Chat 
tanooga and Vicksburg are among the 
many Civil War battlefields now adminis- 
tered by the National Park System. For a 
brief description of Civil War landmarks 
and historical sites that you can visit, see 



the referral under NHtional I*ftrk« on 
paifo 42. Also, you may request the Sub- 
ject Hlbllwraphy (SB-192) from the CPO* 
titled Civil War. which has <We pageH of 
titles from which to select. 

The next best thing to Retting therd is 
reading about it. Subject BIbllogriuihy, 
SB-116, is called the HlHtorical Handbook 
Series and you can get it free from the 
GPO*. 

For example, Where a Hundred Thou- 
8and Fell (S/N 024-005-00188-3) contains 
information and descriptive material on 
some of the scenes of four great Civil War 
battles. Within a radius of 17 miles, over 
100.000 casualties occurred in the battles 
of Fredericksburg, Chancellorsville. the 
Wilderness and Spotsylvania Court House 
—all involving strategy and tactics beyond 
the understanding of the average soldier. 

\ ^lulei-stand'infi: clouds ... 




destructively than hurricanes. This well- 
ilUuitrated. two-color booklet examii/ts the 
nature of hurricanes, how they are born, 
how they are detected and watched, and 
what safety rules should be followed to 
save lives. 

Other publications listed in the Subject 
Bibliography (SB-234) deal with earth- 
quakes, flash floods, lightning, tornadoes, 
winter storms and weather forecasting. 

and cscapjiiff from crowds 

There are more than 150 National For- 
ests and 300 National Parklands encom- 
passing millions of acres ideally suited for 
"getting away from it all." 

For detailed information on visiting Na- 
tional Forests in your part of the country, 
here is a list of National Forest Service 
Regional Offices. (Be sure to address them 
to the Ntiitional Forest Service) : 
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How, why, when and where clouds form, 
and what shape they take, is the subject of 
a fascinating, full -color booklet published 
by the National Oceanic and Atmospheric 
Administration of the U.S. Department of 
Commerce. CloUds (GPQ* S/N 003-014- 
00016-9). 

And if weather phenomena are of inter- 
est to you, write to the GPO*,for a free 
Subject Bibliography titled Weather 
(SB-234). 

Typical of the booklets listed in SB-284 
is Hurricane: The Greatest Storm on Earth 
(GPO* S/^ 003-018-00077-6..^1.J[6. 20 
pp. ) . No other atmospheric disturbance 
combines duration, size and violence more 

. c 

'CPU Su|>«rintrii.l»nt «f lW»m#nti, Cl..v.rmu»ht frliitliiK Oiflce, Wii,hlMft,.n. t)t mot 
S9 'CI Coniunwr Information Cin»»l-, I'u.blo, CO » lOM 



Alaska^ Region 
P.O. Box 1628 
Juneau, AK 99801 

Eastern Region 

633 W: Wisconsin 

Avenue 
Milwaukee, WI 53203 

Northern Region 

Federal ^uilding 
Missoula, MT 59801 

Southern Region 

1720 Peach tree 

Road SW 
Atlanta, GA 30309 

Southwestern Region 

' 617 Gold Avenue 
Albuquerque, NM 
87101 



California Region 

630 Sansome Street 
San Francisco, CA 
94111 

Intermountain 
Region 

324 25th Street 
Ogden, UT 84401 

Pacific Northwest 
Region 

P.O. Box 3623 
Portland, OR 97208 

Rocky Mountain 
Region 

Federal Center 

Building 85 ■ 
Denver, CO 80225 
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For information about National Park- 
lands» Hee page 42. 

If you are planninR baekpackinif , river 
or trail exploration in wilderness areas, 
you should loarn in advance which areas 
are available to you. the dangers to avoid 
and what regulations must be observed so 
campihg will continue to be a joy for gen- , 
orations to come. Two Subject Uibllogra- . 
phieH ofTer a broad range of topics, from 
Access National Parks: A Guide for Handi- 
capped Visitors* to Anglers* Guides^ Diving 
Miinuals* State Laws on Mopeds and Motor- 
i'/ed Bicycles and Yellowstone Wllcilife, 
and can be requested free of charge from 
the CrO. They are listed in Recreational - 
and Outdoor Activities (SB-017) and Visi- 
tor Activities in the National Parks (SB- 
089). 




You might also write for specific details 
about camping opportunities from some of 
the many regional trail and mountain club 
groups listed in the Encyclopedia of Asso- 
ciations (see the Best Tellers i.ist on page 
56). 

For example, if you hanker for Appa- 
lachian Trail hiking, you might write to 
the Potoinac Appalachian Trail Club at 
1718 N Street NVVtj Washinifton, DC 20036, 
or to the Appalachian Mountain Club at 
Five Joy Street, Boston, MA 02108. In the 
Northwest, you might contact The Moun- 
taineers, 719 Pike Street, Seattle, WA 
98101. When requesting information from 
such trail clubs, be sure to enclose a self- 
addressed stamped eavelope. 

And if you yearn for a Canadian Rockies 
experience, drop a letter to Skyline Trail 
Hikers of the Canadian Rockies, P.O. Box 
3614, Station B, Calgary, AB Canada T2M 
4M2, keeping in mind that many trails 
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should be approached, oyily by experienced 
woodspersons, after careful planning and 
preparation. 

Vanishing herdn... 

The Great Auk, the Plains Wolf, the Sea 
Mink, the Badlands Bighorn, the Passeijger 
Pigeon and the Heath Hen, all have one 
thing in common. They're as dead as the 
Labrador Duck. 




What causes a species to vanish ? What 
happened to the 60 million bison that once 
'roamed the Western Plains? Which ani- 
mals are considered endangered? And what 
can you do to save the bald eagle, the sea 
lion, cougar^, whales and other wildlife 
from extinction? 

The U.S. Department of the Interior, 
Washington, DC 20240, publishes a variety 
of materials on wildlife conservation. The 
tinited States List of Endangered Fauna, 
for example, contains more than 400 native 
and foreign species x)f endangered ani- 
mals. It is available free from the O^ce of 
Endangered Species and International 
Activities, Department of the Interior, 
Washington, DC 20240. 
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Th« Bureau of Sport Fisheries and Wild- 
life publishes a series of Conservation Note 
pamphlets on subjects such as Protectinff 
Our EndauKered Birds. The Bald Eagle, 
The American Buffalo and Today's Threat 
to Our Nation's Wildlife. A complete list of 
the subjects covered can be obtained by 
writinfT to the Bureau at the above address. 

There are numerous orsranlzations that 
provide free or modestly priced paihphlets 
and brochures on wildlife conservation. 
Here is a partial list: 

National Audubon 
Society 

950 Third Avenue 
New York, NY 10022 



Const eau Society 

777 Third Avenue 
New York, NY 10017 

National Wildlife 
Federation 

1412 IGth Street NW 
Washington, DC 
20036 



The akyra Club 

Information 

Services 
580 Bush Street 
SaA Francisco, CA 
94108 

Animal Protection 
Institute of 
America 

P.O. Box 22505 
Sacramento, CA 
95822 



For a more coniprehensive list, check the 
Encyclopedia of Associations (see the Best 
Tellers List on page 56.) 

and spottinif birds 




^ Identifying birds, often referred to as 
"flowers that fly and dazzle the eye," pro- 
vides hours of fun and enjoyment. It's 
something you can do almost everywhere 
and just about any time. And it's free. 

Two popular books ar^ published by the 
Fish and Wildlife Service. One, the beauti- 
ful b^ok^Fif ty Birds of Town and City, is 
available in two forms: - 

Paperback (GPO* S/N 024-010-00832-4. 
$2.20) ; and clothbound (GPO* S/N 024- 
010-00382-1. $4.00). It provides full-color 



illustrations of birds ranging from the 
Baltimore Oriole to the Yellow Warbler. 

The other hldk, Duc|t8 at a Distance: A 
Waterfowlldontiflcation Guide, provides 
pointers onHhelyibitats, actions, silhou- 
ettes, colors aiidsounds of a wide variety 
of ducks and geese. (GPO* S/N 024-010- 
00442-8. $1.80). 

Wilderness tracts . . . 
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•GPO Sii(>«nnUm(«m of Documi- nti. (;ov«rnmint Trlntlnt Offlc#, WMhln»ton. 
Ct Coniumtr Information C«nt«r. PUfbJo, CO ilO(H> ^. ^ 



Thanks to the Wilderness Act, nearly 11' 
million acres of wilderness in more than 
60 areas of the United States are held in 
trust by the Forest Service for the use and 
enrichment of the American people. For 
example, you may wish to order Search for 
Solitude, Our Wilderness Heritage (GPO* 
S/N 001-000-03281-3. 85^ 32 pp.). This 
booklet portrays the beauty of these scenic 
areas with full-color photos and describes 
their outstanding features. 

and space age facts 

Space exploration is still in its infancy. 
Two selected bibliographies that offer 
exciting informatioh on discoveries already 
made, and plans for those to come, can be 
obtained free from the GPO*. Request 
Subject Bibliography (SB-297) , titled 
Space» Buckets and Satellites, and Subject 
Bibliography (SB-222), titled NASA Edu- 
cational Publicationgi. These two publica- 
tions offer booklets, such as Apollo 
13, "Houston, We've Got A Problem;" 
which describes the exciting space voyage 
in April 1970 when an oxygen tank rup- 
tured in flight — which might have caused 
a fiisaster (S/N 033-000-00165-7. $1.2$. 
25 pp.) . GPO also has available a pamphlet, 
Getting to Know Goddard, an early pioneer 
in rocketry (S/N 033-000-00664-1. 86^) . 
You can buy wall charts and decala of 
apace shots, and best of all, you can learn 
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how space exploration has si^rvod this gen- 
eration ami will 8erve gonerations to come 
if you order the two Subject HlblioKraphii^s 
named above. 

X marks the spot . • • 

You can .spot the hydroelectric plant on 
the Konkoure River in Guinea, petroleum 
and shipbuilding facilities in Yemen, and 
the lone airfield in the Galapagos Jslanda 
off the coast of Ecuador. 

The-so i^nd hundreds of other details of 
economic/activity, land use. population 
density, major industries, major roads are 
depictemn a series of comprehensive maps 
of foreign countries produced by the Cen- 
tral Intelligence Agency (CIA) . Individual 
costs 01 the maps range from 65^ to $1.25. 

I'o (/btain information on how to order 
these/ciA maps and numerous other maps 
of the United States and related informa- 
tion, you.can order Subject Bibliography 
(SB-102) titled Maps (United States and 
Foreign) from the GPO* at no cost. 

and what's in the p<>t 




Hawaiian chicken, pizza presto» green ^ 
egg», SruHcamole, coffee can bread, hush 
puppies, crazy chocolate cake» Indian des- 
sert and Impossible pie are among the 100 
tasty delights disfied up in Favorite Ameri- 
can Recipes: Collection of Classics from 
Around the Country (GPO* S/N 001-024- 
00197-0. $1.0B. 79 pp.) . Also available from 
GPO^ : Cooking for Two (S/N OOl-^OO- 
0369jB-0. $1.90.) : Family Fare: A Guide to 
GiM^ Nutrition (S/N 001-000-03777-8. . 
$2 JO) ; Fish and Shellflsh over the Coals 
(S/N 003-020-005^-5. $1.25) tells you how 
to cook some of the bounty from our nation's 
lakes, rivers and oci^ans ; »fld there's 
even a booklet of special recipes for people 



who are anergic to wheat, eggs or milk, 
called Baking for People with Food Aller- 
glen (S/N 001-000-033G2-0. 36^ 16 pp.). 

To obtain a Subject Dibliography that 
lists the abovf^ publications and dozens of 
^ others, you can request from the GPO* 
SB~065. titled Cookbooks and Recipes, 

Youth Hostel Camps . . . 

American Youth Hostels* Inc.» a non- 
profit, nonsectarian membership orga- 
nization, helps arrange'bicycling. hiking 
and canoeing trips through a network of 
hostels that provide overnight accommo- 



dations at ffees ranging from $2 to $4^ and 
somewhat mc^re in thp Teton ski^country, 
AYH offers memberships for juniors (l^ss 
than 18 years) and seniors (more than 65) 
at $7 a year and $14 for everyone else. 

The idea sprang from a movement that 
began in Europe in the early 190ps, and has 
grown to a worldwide network of over 
5,000 hqstels. Of these, some 226 American 
hostels come in all shapes and sizes, from 
restored cabins to converted dance halls to 
lifeguard stations by old lighthouses. 

Most hostels require members to bring 
their own sleeping hags, offer kitchens, 
dining areas and showers, and they do 
have rides in case parents are apprehen- 
sive. 

' One of the AYH's goals is to promote 
the idea of a gasless vacation. 

For information about membership, the 
variety and location of hostels, wUte for 
Hosteling, USA from AmTerJcan Youth 
Hostels, Inc., Delaplane, VA 22025. 

and collecting stahips 

One of fhe best bargains for the price is 
Stamps & Stories, updated yearly by the 
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II.S, PoHliil Service, ami avuilal>Ie at your 
local pout oiWi v for $a.60. It oontaiiKs full- 
color reprotluctions of ovtM- 2,000 j^tumps 
as well as illilstratecl storios covering 
horoos.ihcroincs ami highlights in history 
that have been portrayed on stamps, Tho 
booklet provides information on all U.S. 
postage stamps, hints on collecting and the 
latest stamp values. It can also be ordered 
through the nmil (iidd 50^ for mailing), 
trom the Philatelic Sales DiviHion, U.S. 
Postal Service.-Washington. DC 202i>r>. 

If youM like toiearn how to start a 
stamp club, you can write foi^J^oklet 
from Dick Sine. Kditor, The American 
J^hilatelisl. P.O. Ht,x 800. State College, 
PA ItiHOK He will also send information 
about the many services provided for 
stamp collectors by the American Phila- 
telic Society, ^ 

Most commutiities boast local stamp 
clubs, ami sortie more experienced philate- 
lists are happy to share their knowledge > 
and expertise --and swap stamps—with/ 
youthful newn*omers to the world's most 
popular hobby. 





American Assoiiation of /(M)loKicnl IMrks 
uji(I AquurlumM, ORK'bav Turk, Wheeling, 
WV 2(5003 . ' 

and Aittiiral formations 

Karth'a innor mystories continue to in- 
triffue lym] (iolijf ht ua. Hero ajfuin, the • 
CVO* oiXcrs several pamphlets that\ill 
Kive you the lowdown on Reolojflwd phe- . 
noniona, auch m Volcanoes (S/N 024-001- 
00201-2.35^ 10 pp.). 

Others worth looking into are The In- 
terior of the Karth <S/N 024-001-02607-4. 
35v'.), and (Joy.sers (S/N 024-001-02029-7. 
(55^) and Collectlntf Rocks (S/N 024-001- 
,00234-5. 35^7 pp.). " 



For information on how to enroll in a 
correspondence course on BeginnijiK Stamp 
('ollectinj?, you can write to the Depart- 
ment of Independent Stud^', Pennsylvania . 
State ColleRc, State College, PA 1()801. ' 

Z<>o populations'. . . . - 

Caring for the rare, exotic, and'some- 
times ferocious animals, reptiles, birds and ^ 
rtah that populate our nation's zoos and 
. aquariums is a highly specialized field of 
work, If yo|i have a way with creatures 
great and small and want to look into the 
, ; subject, you can writ^ for Zoo and Aquarl- 
' uifi Careers and The Purpose of Zoos & 

Aquariums. Enclose a selfjaddressed 
^stamped envelope \^th your request to Th^ 

|-- PI f * t** X''mA\nn«»r InfonnHtion iVnttM-, Piu«\»!o, (*0 8!i>U0 

hHJC 



vSpecial Note: 

There is a minimum churtfe of $1 for all 
mail orders fvom the GPO*. 

Prices uppoariuK in this issue of All , 
About Letters weve in effect {is of flovem- 
ber, t079. Government documents' prices - 
are subject to chatigfe without prior notice:'^ 
Therefore, prices in effect when your order 
is filled may differ from prices on^the list. 
Since it is not feasible to changfe priices 
shown on Government documents in print, 
the pi ice may differ from tJie price in effect 
when your qnler is processed. 
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Public ortiolaLs Wiiloomf letters. Yoii're ' 
(loinjr tlu'ni a favor when yoft write your 
* "vicwH—rrearly and th(ai«:iitrully~bocauHe 
letters are one of their itiajor ineana of 
' - RauRinif public opinion. And you're doing 
yiair.solf a favor, too. because your letter 
helps public otlicials represent you bettei\ 

Suppose ymi waiit to write to the Presi- 
dent of thv United States. The address on 
the envelope and the letter should be : 

The I'resident 

The White Hou.se v 
VVashink'ton. DC 20500 

Sometimes it'.s more ef1(;ective to write to ' 
the Senators or Representatives from your 
state. You can ask your teacher or librarian 
for the names of your Seiiatoi- and Repre- 
.sentative. or you can write to any Senator 
or Repri'seiitative who i.s intt^rested in the 
particular problem you want to write about. 
TJietiddres.ses should be : 

(Name of Senator) f 

Senate Of!ice Building 

AVashinRton.- DC 20510 ^ 

. .(Name of Representative) 
House of Repre.sentative^ ^ 
Oftlce Build injr 

VVashinjrton, DC 20515 ' 

r 

^^yMany books in your school or public 
/ Wrary can provide the correct forms of 

addre.ss for other public officials. But no one 
will complain if you leave out an ''Honor- 
able" or address him (or her) merely as 
"Dear Mr. (Miss. Mrs.. Ms.) Jones." It's 
what you write that counts, and if you 
pre>sent your thoughts with care and 
sincerity, public ofHcials will take them 
.seriously. If you're a United States citizen, 
it doesn't matter whether or not you're 
old enough to vote. 

Sometimes it^'s^ useful for you to have 
a copy of a lette'iTyou write. Let's say you 
write a letter to a government official 
requesting information. Or a Ifetter to a 
businvss firm ordering merchandise. A 
copy of that letter could prove valuable. 

The company might send the wrong item. 
. Or charge too much. Your copy will help 
you deal with wTiatever problem arises. 

How call you make a copy ? The easiest 
and cheapest way is to make a carbon 
copy.- When you type a letter, you can 

ERIC 



make more than one carbon copy If you 
wish— three is about the limit for dear 
^■"Pit^ib.Kxtra copies are handy to send to 

"^^-^^wiBr' people. Example : You 
wiiteiwt federal agency about a project 
in your area. Ycyi might send copies to 
your senators and representatives. If you 
',do, you should note somewhere in the lette 
that you are sending copies and to whom 
you are .sending them. Oft<fn that mere 
mojition is enough to .spur action. 

If you don't use carbon paper, you can 
make copies on a copying machine. They 
are available in many places, such as 
public libraries and supermarkets. The.se 
copies cost more than carbon copies. 

You cfen u.se your copies to establish a 
correspondence file. It's a tine way to keep 
track of what you've written and what 
others have written to you? It's great prac- 
tice for doing things in a businesslike way. 

Many letter writers "choke up" and try 
to compose formal, flowery sentences when 
they write a letter to a business or govern- 
ment ofticial. Instead, write simply and 
clearly. In fact, your writing should ap- 
proach your speaking language. It's live- 
lier and therefore morejiiteresting. 

A personal touch makes all your letters 
more interesting. If you provide news of 
your life or well-thought-out views of 
events and issues, your correspondents 
will reciprocate. ^ 

Little tricks can help keep letters coin- 
ing. Ami everyone likes to get letters. You 
can write to a ffiend, for instance, 
always makes mo feel good when the mail- 
man leaves a letter froi^you." If someone 
wrote that to you, could you resist the 
invitation to reply ? 

You can present your opinion of some 
matter and say, "Well, that's my view of 
it. What's yours ?" Or come right out and 
say— even in a business letter— "I hOpe to 
hear from you soon." 

If you really want to speed up a reply 
to your business letter, selSjj^ self- 
addressed stamped envelope of business- 
letter size. Fold it and include it with your 
own letter. Business people'^el greater 
obligation to answer soon if tney get a 
self-addressed stamped envelope. 
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^'Knowledge is of two kinds : y^e know 
a subject ourselves or we know where we 
can find information upon it." — Samuel 
Johnson. 

If you know what information you want 
but you don't know where to address your 
letter of inquiry, here are some-helpful, 
easy to use references. Most are available 
at.your school or local public library. 

United States Gbvernment Manual 
describes the purposes and programs of 
moat government agencies, boards, com- ' 
missions, committees, quasi-offlcial 
agencies and certain international 
a^^nciee. Also provides handy guides for 
obtaining Additional information. 

Enoycloj^edia of AsHociatfonfl contains 
information on mare than 17,000 trade, 
professional, labor, fraternal, patriotic, 
citizen and social action organisations. 
Acts as a ''switchboard" to connect 
persons seeking information with highly 
qualifled sources who are usually aware 
of information before it is printed in 
books or periodicals. 
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The Monthly t alaloK of rnited Stales 
(Jovt'nuufnt PiibUcadonM is issued by the 
r.oveninuMit Pi loting Oflk'O ami aold by 
iiubscriptioi). 

«Solo,4etl ILS.tiovtMniiu'nt I'uhlliatlons 
iH a UJ-pajre niajfazirie that lists and de- 
scrH^OH botwoen 100-160 popular Rovorn- 
au'nt tlth>H in one issue. To got your name 
on tho list-to receive this. by mail free each 
month, send your request to : Superintend- 
ent of Doi-umonts, Goveriunent Printing 
, .Omoo. ATTN ; "S. L." MAIL LIST. Wash- 
uigton, 20402. 

( onsuiut'r Information is a quarterly list 
issued by the (\)n.sumer Information Cen- 
<er for the (general Services Admini.stra- * 
tion of the U.S. (".overnment. Many publi- 
cations listed in theSelel-ted Publication 
Li.st (above) also appear in this brochure 
— if they have to do with consumerism. 
Many of the publications it offers are free, 
others at a very nominal charge. There is ' 
an order blank in the pamphlet. To get 
your name on the list to receive this free 
service, write to: Oonsumer Information 
Index. Pueblo. CO 81009. Be sure to include 
your name, addre.ss and ZIP Code. 

Popular IViblications for the Farmer, Sub- 
m bunifc. Homemakor and Consumer is a 
booklet published by the U.S. Department 
of Agriculture. Once you receive a copy of 
this pamphlet, rflore popularly called "List 
No. 5," you can order 10 of the publications 
from its pages at no charge. Address your 
request to : U.S. Department of Agricul- 
ture. Otlke o{ Communications, Room 
507A. Washington. DC 20250. 

AyoV Directory of l»ubllcations lists 
nearly all dally and weekly newspapers, as 
well as consumer, business, technical, trade 
and farm magazines published in the 
United States. Editor and Publisher and 
Standard Rate and Data are also excellent 
sources of information about publications. 

Who'.s Who in America provides bio- 
graphical sketches of SO.OOJi leading execu- 
tives and otiicials in government, business, 
education, religion, the press, civic affairs, 
law. athletics, art, music and science. In 
moat ceases, a home or office address is 
provided. 



ERIC 



standard v^i Poor's Reglnter, Dun and 
Hradslrcet Direclorie.H. and Thomas Regis- 
ter of American Manufacturers are among 
thd many directories that list the head- 
quarters, officers, directors and products 
of leading business corporations. The 
Standard Directory of Advertisers is a 
^ handy reference if you know the trade 
name but not the mhnufacturer. 



The College Itlue Hook gives narrative 
descriptions of more than 3,000 colleges in 
the United States and Canada. Procedures 
are given for filing admission applications. 
Campus facilities and costs are discussed, 
and a map of each state and province is 
included. In Part 1, under the name of each 
college, appears a list of subject areas for 
which degrees are offered. Part 2 offers _> 
an alphabetical listing of subject areas for 
which degrees are granted by one or more 
Mistitutions of higher education. 



Harron s Profiles of American Colleges 
offers a complete guide of over 1,475 col- 
leges arid universities. It offers an over- 
view of each .school. It provides informa- - 
tion about admissions requirements, costs., 
financial aid, programs of study, student ' 
life, campus environment, intercollegiate 
sports and transfers. 



Harrow's (iuide to the Two-Year Colleges 
lists Junior Colleges, Community Colleges, 
Technical-Vocational Institutes, Business 
Schools and Four-Year Colleges and Uni- 
versities with two-year programs. It offers 
information on associate degree programs, 
commuter data, and it also lists schools 
with dev^pmental and remedial programs. 

The Education Directory for Colleges and 
Universities, issued annually by the Na- 
tional Center for Education Statistics of 
the Department of Health, Education & 
Welfare, offerii current information on 
institutions in the U.S. and its outlying 
areas that are legally authorized to offer 
and are pffering at least a one-year prp- 
gram of collegle-level studies leading to- 
ward a degree. Most school and public 
libraries offer this valuable book . 

5.9 ^'^ 
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To bo properly addressed, al! letters, flats (large envelopes) and parcels must 
/Contain n destination address and a return address with the following information, 
^ in the sotpuMice and position indicated: 



Krtnrn A^hlr^^'Hs 

1. The sender's name (person and/or 
organization). 

iThe sender's street address, post office 
box number or rural route number. 
If the mail is from an apartment house, 
office building or multi-dwelling, the 
unit number should appear to the right 
of the street address. 
The sender's city, state and ZIP Code . 
number. 



3. 



Drsliiialion Ail<livss 

1. The recipient's name (person and/or 
organization) 

2. The recipient's street address, post 
office box number or rural rouWe 
number. 

If the mail is going to an apartment 
house, office building or multi- 
dwelling, the unit number should 
appear to the right of the street 
address. 

3. The recipient's city, state and ZIP 
Code number. 



SUSAN SMITH 

6910 PARK BOULFVARD 

OAKLAND CA 910)11 



JOHN JONES 

123 MAIN ST APT 204 

ARLINGTON VA 22210 
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Dual Addrt^HH Foriimt 



There arecircum.HtnnceM in which both « post office box number and a street address 
may be used. The Important thins: to remember when using this format ts that 
the address where you want the mail delivered must appear on the lino immediately 
above the bottom line. For example : 



mail >vill 
be delivered 
here 



mail will 
be delivered 
here 



GRAND PRODUCTS I^C 
100 MAJOR ST 
PO BOX 200 
POFITLANDOR 97213 



The ZIP Code vntst l>e the conect one for the delivery address. 



GRAND PRODUCTS INC 
PO BOX 200 
100 MAJOR ST 
PORTLAND OR 97213 



Allrriinle roriiiM of Addrrssiiig 

The Postal Service realizes that there are numerous combinations of addresses. A few 
examples of acceptiible alternate forms of addressing are listed below. Check 
your local post office for other alternate forms . 



MISS SALLY SMITH 
BOX 34 

DULUTH MN 5580vS 

MR H JONES 
ACCOUNTING DEPT 
Abe CORP RM 809 
3516 E INDUSTRIAL PKWY 
CLEVELAND OH 44135 

ADMITTING OFFICE 
MEMORIAL HOSPITAL RM 2B 
HOUSTON TX 77008 



SOUTHERN CORP 
ATTN SUE MOBLEY SUITE 19 
LOUISIANA INDUSTRIAL PK 
NEW ORLEANS LA 70126 

DAVID JENSEN 
CIRCLE Y RANCH 
RT 1 BOX 28 
CHEYENNE WY 82001 
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New Forms for Athlrestritig Leiler Mail 

You will get the best possible service if you remember four important steps in 
addressing your letter-mail: 

1. Capitalize everything in the addi-ess. ' 

2*. Use the list of common abbrevia4.ions found in the National ZIRCode Directory. 

3. Eliminate all punctuation. 

.4. Use the special state abbreviations (see page 60 ) . 



OLD SYSTEM 



NEW SYSTEM 



Mr. James R. Stower 

105 North Broadway Avenue, Apt. C 

Minneapolis, Minn. 55413 



mr james r stower 
406 n broadway ave aptc 
^Minneapolis mn 55413 
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Abbpevistioas 



State Abbi eviaUons 

Alabuma AL 

Alaska " . AK 

Arizona . AZ 

Arkansas AR 

California CA 

Colorado CO 

Connecticut CT 

Delaware DE 

District of (\>lumbia ^ DC 

Florida FL 

C.eorRia GA 

Guam ; GU 

Hawaii .. HI 

Idaho ID 

Illinois IL 

Indiana . IN 

Iowa I A 

Kansas KS 

Kentucky KY 

Louisiana LA 

Maine •. ME 

Maryland MD 

Massachusetts MA 

Michigan MI 

Minnesota MN 

Mississippi MS 

Missouri . . . MO 

Montana MT 

Nebraska NE 

Nevada NV 

New Hampshire NH 

New Jersey NJ 

New Mexico ; NM 

New York NY 

North Carolina NO 

North Dakota , ND 

Ohio ♦ OH 

Oklahoma OK 

Oregon OR 

Pennsylvania , PA 

Puerto Rico PR 

Rhode Island RI 

South Carolina SC 

South Dakota SD 



Tennessee TN 

Texas ' TX 

Utah UT 

Vermont ! VT 

Virginia _ VA. 

Virgin Islands VI 

Washington WA 

West Virginia . WV 

Wisconsin WI 

Wyoming _ WY 



Common AddrcHs Abbreviations 

Avenue AVE 

East E 

Expressway EXPY 

Heights , HTS 

Hospital HOSP 

Institute "... INST 

Junction JCT 

Lake LK 

Lakes .. \ LKS 

Lane LN 

Meadows MDWS 

North ' .• N 

Palms PLMS 

Park PK. 

Parkway . .: PKY 

Plaza PLZ 

Ridge r RDG 

River RV 

Road RD 

Rural R 

Shore SH 

South S 

'Square SQ 

Station ..i, STA 

Terrace TER 

Turnpike TPKE 

Union UN 

View VW 

Village VLG 

West W 
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Why ZIP Cede ? 

I 



i( Spewls Your Mail 

When you iiHe ZIP Codo you increaae 
tho apecti, ju-ounicy and quality of ivll 
mail sorvice. ZIP Codtxl maH can bo ^ 
processed quickly by automatic 
equipment. Howover, all ntni-ZIP Coded - 
mall muat be pnx-osaed manually at every 
diatribution point. ■ 



If, in addition to boinjf ZIP Coded, your 
mail is presorted in ZIP Code sequence, 
the p»wt office ca)i route it more directly 
and quickly. The result is fewer handlings 
and faster, more accurate delivery. Thus, 
usinjf ZIP Codes provides both you and 
your cori-eaiK)ndent8 with better service. 



7 I., 



PUERTO HIM niri 

& VIRGIN IS LMJ 



6 8 10 0 




POST OFFICE OR 
DELIVERY AREA 



How ZIP ( ode works 

ZIP CtHie is a flve-dijfit geographic code 
that identifies areas within the United 
States and its possessions for puiT)oses 
of simplifying the distribution of mail 
by the U.S. Postal Service. It should 
appear on the last line of both the 
.destination and i-«>turn address of mail, 
following the name of the city and state. 

In devising the ZIP Code, the IJnited 
States luid its possessions were divided 
into 10 lai-gft geographic areiis. Each area 
consists of three or more states or 
posseasions and is given a number 
between 0 and O^.This is the flr»t digit 
In any ZIP Code number. 
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Becaiyse of favorable transportation 
facilities, key post offices in each area 
are designated as sectionaf centers. Each 
transmits mail moving between post 
otfices within its section. It also receives, 
and transmits all mail moving into or out 
of the section. 

The first three numbers of a Ave digit 
ZIP Code represent a sectional center or 
large city. 

The last two digits of a five digit ZIP 
Code identify a post office or delivery area. 
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<«*vt Your Moiii'V's Worth 
Serving Its ciwtomera is the Job of the 
Postal Sevvico. To meet this reapoiiHlbillty, 
and to help you get the most for your 
postuKc thin section explains the types of 
service available to you. 

n-ASSKS OF MAIL , 

FlrM<-( la.Ms iVIail : This consists of hand- , 

written or typewritten matter, bills and 

statonienta of account. First-CInss Mail is 

private and may not be opened for postal 

inspection. 

First-Cla.ss Mail is given the fastest 
transportation .service available. Much of 
it travels on airplanes. 

The maximum weight for First-Class 
Mail is 70 lbs. and the maximum size, 100 
inches in letjgth and gir^h combined. 
Caution : If your piece is bigger than a 
"letter, b« sure to mark it "First-Claa.s"" on 
all .sides .so it gets priority handling. 
Otherwl.se postal employees will assume 
it's Third or Fourth Class- 
Second (lass .Mail : This mail \$ genenUly 
u.sed by newspapers and other periodicals 
which must meet certain req'uirements. If 
you are interested in a Second-Class 
permit, contact your postmaster to see 
whether your mailing qualifies. 

Third-C lass ."Mail: This is bu.sine.ss, or 
advertising, mail. This .service may be used 
for large mailings. It includes printed 
materials and merchjmdise weighing lelis 
than 1(> oz. There are two rates : single 
piece and bulk rate. Busines^ses and 
community organizations find this service 
economical. There are several categories 
in Third-Class Mail; check with your 
postma.ster for one suited to your needs. 

Fourth ( hss Mail, or Parcel Post : Parcel 
Post is the cla.ss you u.se for .sending 
packagers. Parcels mailed between larger 
post offices in the continental U.S. are 
limited to 40 lbs. and 84 in. in length and 
girth combined. Larger parcels can be 
mailed to and from smaller post offlces. 
Check at your post office for special mail- 
ing rates for books, records, materials for 
the blind, catalogs, and international 
. mailings. 

WHAT MAIL SFJU K ES (JIVE 

SPE E 1)1 ES T DELINK K Y ? 

E,\pre.sM Mall : Check with your post office 

to see whether Express Mail is available 

between your post office and your destina- 
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tion address. This service is still expand- 
ing and cities are frequently aided to the 
program. Started in 1970, Exp^ss Mail is 
an expedited delivery service for high- 
priority items. Express Mail Next Day' 
Service, for example, offers overnight 
delivery of>ems mailed from selected 
post ofnjvs by 5 p.m. the previous day. Tile 
post olM will pick up your shipment at ( 
your premises for a single charge of $r).2r> 
per trip, regardless of the number of 
items. Shipments can be delivered to the 
destination post ollice by 10 a.m. or to the 
addressee by 3 p.m. the day after mailing. 
If the shipment is not delivered on time, 
the post office guarantees a refund of your 
postage. The service offers the sender the 
ability to ship materials to about 1,000 
cities in the country. A list is available 
from your Express Mail post office. Size 
limits are a maximum of 70 pounds and up 
to 100 inches in combined length and girth. 

Priority Mail: Any First-Class Mail , 
item that weighs more than 12 ounces. It's 
more expensive than Parcel Post but it's 
also much faster. Priority Mail can be 
mailed from any post office or by a rural 
.carrier or star route carrier to any address 
in the U.S. and even to foreign countries. * 
Priority Mail packages will be delivered 
in two days , onlhe nverage, anywhere in 
the country. 

Size limits are a maximum of 70 pounds 
and up to 100 inches in combined length 
and girth. 

Users of Priority Mail can obtain a 
variety of special service options such as 
insurance (from $15 to $400), return re- 
ceipt, C.O.D., certificates of mailing and 
Special Delivery. 

Mallgram : This is offered jointly by the 
Postal Service and Western Union. It 
enables you to send a message to any 
address in the continental U.S. for delivery 
the ne^ct busiijeijs day by the regular letter 
carrier. Check with your post office or 
Weste«-n Union, 

HOW TO SEND VALUABLES 
THROUGH THEblAIL 

Insured Mail : Insurance is available up to 
$400 for Third- and Fourth-Class and First 
Class or Priority Mail containing merchan- 
dise. For articles insured for more than ♦ 
$15, a receipt of delivery is obtained from 
the addressee for Postal Service files and 




68 



return receipt service (see below) is avail- 
iible. All irreplaceable articles, regardless 
of value, and all items valued at more than 
$400 should be sent by ReRistered Mail. 

UeRistered Mail: When you use this serv- 
ice, you buy security — the safest way to 
send valuables. You must declare the full 
value of your mailing. Included in the fee 
which vm^ies depending on value, is insur-^ 
ance ihp to $25,000 for domestic mail only. 
You get u receipt, and the movement of the 
mail is recorded throughout the postal sys- 
tem. Return receipt service (see below) 
. is available. 

COD Mail: Collect on Delivery service may 
be used when merchandi.*^e has been or- 
dered by the addressee. You pay the carrier 
the amount due the mailer for the mer- 
chandise> the postage, and the money order 
fee. First- Third-, and Fourth-ClaSs Mail 
may be sent COD. F.ees include insurance 
against loss or damage. COD may also be 
sent as Registered Mail. The maximum 
. amount which may be collected from the 
addressee is $400, 

Money Orders : This is a safe way to send 
money through the mail and may be pur- 
chased at all post ortkes in amounts up to 
$400. Should your money order be lost or 
stolen, it will be replaced if your com- 
pleted receipt Copy is presented. 

PROOF OF MAILING AND DELIVERY 
Certiltcale of Mailing : This may be whftt 
you want if all you need is proof of mailing.' 
It does not provide, insurance. The cost is 
low, and no recorctis maintained at the 
post ortlce* gk. 

( ^rtilied Mail: Certified Mail provided 
mailing receipt and record of delivery at 
the addressee's post office. It does not offer 
extra security or payment for loss. Return 
receipt service (see below) is available. For 
se(Mn'ity you should use Registered Mail. 

RiMurn Receipt return receipt is your 

proof of delivery. U is available on insured 
mail of more than 1^15 value, and on Certi- 
fied and Registered COD mail, A return 
receipt identifies the article by number, 
who signed for it, and the date it was de- 
livered. For reasonable additional fees you 
may obtain either a receipt showing exact 
address of delivery, or you may restrict 
delivery to the addressee or designated 
agent. 



OTHER ITEMS OF INTEREST 
Packaging : A major source of |>arcel dam- 
age is failure to pack and wrap parcels 
adequately. Prepare parcels to withstand 
handling, vibration and the weight of other 
packages. Be sure the address is legible 
and securely attached, on one side only, 
Plate address information inside the pack- 
age in the event the outside address label 
is lost or obliterated. 

Passport Applications: If you're planning 
a trip abroad, you may apply for a passport 
in many post oflftces, ^ ^ 

Cash Receipts: Receipts for your postal 
purchases are available. 

Forwarding Mifil: If you are moving, or 
plan a long visit, or go to school away from 
home, before you go, obtain change of 
address cards from your post office and 
notify correspondents and publisherp of 
your new address. Be sure the effective 
date is on the form, First-Class Mail is 
forwarded for one year. 

W^IAT TO no WHEN \mi HAVE A 
POSTAL PROBLEM 

I| you have a problem with your mail 
H^rvice, don't just gripe about it. Do 
Something. Fill out a Consumer Service 
Card, available at any post office or from 
your letter carrier. Do it as soon as you 
are aware of your problem and investiga- 
tion will begin immediately. You also have 
a Consumer Advocate at postal heajlquarters 
in Washington, DC, who represents interests 
of individual consumers at top management 
levels in the PosUil Service, The address is: 

The Consumer Advocate 

U.S, Postal Service 

Washington, DC 20260 
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